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ABSTRACT 

Interviews with central office superintendents in the 
academic and business divisions, identification of user needs, and 
analysis of major management levels provided the data for iesigning 
an integrated information system for the Peel Board of Education in 
Ontario. A synthesis of the data into an overall framework 
representing the information structure of the Board relates user 
needs to information and its flow throughout the system. This 
framework identifies specific information requirements for the systen 
as a whole, as well as key areas of information-utilization and 
information- generating activities. The study includes extaasive 
technical appendices. (Author/WD) 
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INTRODUCTION 

An information system defined as a ne:v.,:ork of coiranunication 
channels that acquires, processes, stores, retr=.eves and redistributes 
data for the individual and collective decision making process. The 
objective of a ma-nagement information system is to provide tinely, 
relevant, reliable and valid information upon which to base decisions. 



OBJECTIVE AND SCOPE OF THE STUDY 

It was the 9bjective of this project to develop a general design 

for an integrated information system to support the managerial decisions 
and operational application areas at the central office level of the 
Peel Board of Education. Although the scope of the system is limited 
to central board functions, information to and from "external" bodies 
are dealt with as interfaces with the central board. These include 
flows of information between: 

- school board administration and trustees 

- school board administration and Ministry of Education 

- school board administration and field offices 

- school board adminis-ration and individual schools 

Two foci have been defined for the systems study: the planning 
function and computer operations. Both these areas have as the.-.r 
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terms of 'rfere a_ brc~ z 
boundarit nd . hu ^; 
This made - 3m rarv.rul . _ 
the system 3t-dy si. r^ ^ 
the t-ime t s cudy r: 
were relat. -y nev-ly czr:- 
expected th v-. their ro le 
and facilit£z_on o: 'diz 



v'hich cuts acrcsH department:! 
: the entire range cf boarr. ope::at: : 
::.zable to aid in the orientatior c± 
rhis project In. addition, czz 
h:- , both the abov: depaxtments 
at the board le ^el, and it v/as 
i -ZS study would ai- in the definiitr^n 
. ations. 



APPROACH OF THE STi . . / 

The desi:gn of -rie Man .ment Information System, as conceive - 
in this proj^c—, i? ^as-d or user needs rather than the traditicr.al 
computer-or^^^^ted c.^:prcr.c:h MIS. This means that the system- 
design is rr:i>5?^d or ' e infcrinHxion needs of the users rather thsr. 
on the har.-^^a b ccns-raints or the computer. The computer is cc- 
sidered on . ^ ^ponenr of the over-all system, in conjunction wit: 
other medi stc .r^^ge, processing and retrieval, including the 

manual cor^poe— • This ensures that information areas which canr:rr. 
be efficien-^, r effectively handled by the computer are not over- 
looked. The re: :lt is a total, integrated system which best server: 
the information r^^quiremenzs of the Board's decision makers. 

Given t .e f r =jne of reference of the study, a major component 
was the identificeirion of the "users" of the MIS and determination 
of their infomation needs, as related to their management function-., 
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operationally, this zr..luded: fa -.he definition cf the major manage- 
r^ent areas wi.h per.- nn.l respor. ... . , for then,; (h analysis of the 
processes in each (c) deterr .tion of relex -t information 

requirements- (d) - : xificatior. . . ource data anc. ciming required 
to produce t:- inf :r::.tion; and a.-,.ysis of information flows 

between the : ansgement area- , 

Given r - analysis, tr.^ base can be designed and 

maintained in a way as to sanis. , user requirements in the most 

efficient ar. _f: -ive manner, utilirar.g any combination of media 
(including ■ c::.. :ner) available r s Board. 

Since is i roach maintains importance of information as 

supportive _ ,he .cision-making p .esses of the Board, the general 

conceptual n-.-nnevr-n-. upon which it . cased is one which relates 

information levels of dpri c-inn-r-- -- r,^ • r,- 

j.-vc_a ut aecision-m::.. _ng, as m Figure 1. Three 

levels of ir.-;.?emenn decisions are i^hown to be supported by the MIS: 
operational control, management (t^-tical) control and strategic 
planning. Operational control relares to the daily routine trans- 
actions of the system— purchasing, payroll, inventory control, etc. 
Management control is concerned with short-range questions of policy 
implementation. Strategic planning addresses itself to problems of 
policy-setting and long-range planning. The MIS design incorporates 
the information required for these three categories of decisions. 
The distinction between these types of information is useful because 
each involves different methods of generation, transformation and 
presentation. Strictly computer-oriented information systems usually 
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Figure 1 
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are geared to the pre _.::n of information for operational and 
tactical control; the.. to ignore information at the strategic 

planning level. I'h- orientation of this study is to take all 

the necessary types c r" rnrormarion into account. 

To ensure that jser's perspective was maintained throughout, 
a Task Force was established as the working unit of the project, 
consisting of both OIEE and PEEL personnel, as follows:* 

PEEL: Mr. -Murray Skinkle - Liaison Officer 
Mr. T-m Costigan 
Mr. Glen Whaley 

OISE: Dr. Susan Padro - Principal Investigator 
Mr. Ted Vangel 
Mr. Bryan Elwood 

The role of this Task Force was to define the system's objectives, 
scope and specifications, and to provide guidance and monitoring of 
the general direction of the project. Responsibilities of the 
Task Force members were divided such that the Peel Board component 
provided guidance for the general direction of the project and 
initiated the contacts with Board personnel while the OISE members 
provided the technical expertise and the staff for the detailed inter- 
views with Board officials. 

The Task Force approach has proved successful in allowing for 
a close working liaison with Board officials, especially in the 



*Some of the personnel listed were not on the project for its entire 
duration. Dramatic changes occurred in the OISE group, which lost 
Mr. Vangel and Mr. Elwood in the winter of 1976. 
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intensive personnel-oriented, first stages of the study, as well as 
providing insights into the operating areas of the Board with their 
constraints and priorities. This approach has been extremely useful 
in ensuring the relevance of the project to the needs of the Board 
and in establishing the confidence and close working relationship 
with the Board's personnel essential to the success of the study. 

It must be pointed out that the Task Force members, as defined 
above, were not the only people with major involvement in the project. 
All the key officials of the Board and many of their top-level staff 
contributed heavily to the analysis of their specific management 
areas. This involvement is reflected in the volume of materials 
presented in the analyses of the major management areas in Volume II 
of this report. The OISE Task Force component was augmented by 
Mr. Tony Barone, a student in the department of Educational Planning 
and Mr. Derry O'Mahony a Research Officer at OISE. Both contributed 
significantly to the analysis presented in the study. 



SUMMARY OF OUTCOMES 

The out.^omes of the study can be summarized as follows: 

1. Systems analysis of the Board's operations. For each of the 
major management areas there is detailed analysis of its 
components with flowcharts of these activities , and their 
relationship to other major Board functions. 

2. Need analysis for information system design. Information needs 
of the major management areas are defined in terms of user 
requirements, reports and data sources. 

11 
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Synthesis of the information structure of the Board. This is 
presented in terms of an integrated overview of Board functions 
related to the pattern of information flows, levels of decision- 
making and clusters of information. 

Recommendations for system implementation. Outline of further 
steps required for operational system design and implementation. 
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PROCEDURES AND OUTPUTS 

A. Initialization 

The initialization stage of the project consisted of the 
determination of the scope and approach of the project. Task Force 
designation and review of general operations of the system. 

The boundary of the system under study was defined as the 
operations of the central board office. Functions external to it 
were to be included only in terms of their interface with that 
office. 

At this stage of the project, the specific roles and respon- 
sibilities of the Task Force members were defined. The role of the 
Peel Board members of the Task Force was to provide their insights, 
understanding and knowledge of the system, to act as a liaison between 
the study team and Board personnel and to facilitate and acrively 
participate in some of the critical stages of the stiidy, especially 
those involving initial contacts with key board officials. 

The. OISE personnel contributed their technical expertise in 
the analysis and synthesis of the systems study. At the time that 
the study was initiated, the board had just completed a total change 
in organizational structure. It was necessary, at this initial stage 
of the project, for the OISE members of the Task Force to familiarize 
themselves with this new structure, as well as with the program areas 
and functions of the board. For this purpose, a general review of 
the system's operations was carried oute 
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This consisted of a series of interviews conducted by the OISE 
project staff with each of the Superintendents at the central office 
level in both the Academic and Business divisions. Appendix A 
presents the results of these interviews by Board department. In 
addition to providing the project team with information about the 
operations of the Board, these interviews also provided the key 
officials with the opportunity to acquaint themselves with the nature 
of the study and the OISE project staff. 

B, Analysis : Procedures 

In order to fulfill the objectives of the study, it was necessary 
to determine what information was actually required for activities 
and operations in the Board's decision-making processes and the 
channels through which information flowed within the organization. 
To identify these, user needs were defined in terms of major manage- 
ment areas of the Board office. A detailed analysis of these functions 
was conducted via a two-stage process: first and second level activity 
analyses. 

Establishment of User Needs: 

User needs were defined by the Task Force members in terms of 
twelve major management areas of the central office of the Board. It 
was agreed that these areas defined the major activities of the Board, 
and would form the basis for the Information System design. Table 1 
provides a list of these major management areas. It must be noted 
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TABLE 1: INFORMATION SYSTEM/PEEL 
MANAGEMENT AREAS 

1. Budget Process: 

2. Accounting Function: 

3- Supply Function: 

4. AccoiTunodation Supply: 

5. Plant Operations & 
Maintenance: 

6- Transportation: 

7. Personnel Administration: 

8. Staff Development & 
Relations: 

9. School Curriculum (Program) : 

10. Special Student Services: 

11. Continuing Education: 

12. External Relations: 



COUNTY SCHOOL BOARD: MAJOR 



1.1 Preparation 

1.2 Control 

2.1 Accounts Payable 

2.2 Accounts Receivable 

2.3 General Accounting 

2.4 Payroll 

3.1 Purchasing 

3.2 Stores/Inventory 

3.3 Printing Services 

4.1 Capital Projects 

4.2 Facilities Inventory 

5. 1 Operations 

5.2 Maintenance 



7.1 Salary Administration 

- Job Evaluation/Description 

- Payroll 

- Benefits 

7.2 Personnel Allocation 

8.1 Development 

8. 2 Relations 

8. 3 Evaluation 
• Academic 

- Non-academic 

9.1 Development & Evaluation 

9.2 Operations 

10.1 Special Education 

10. 2 Attendance 

10.3 Psychological Services 



12.1 Ministry Reports: 
June Board Report 
Financial Report 

12.2 September School Report 
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that these areas do not necessarily reflect departmental units within 
the system, but rather define management functions, many of which 
may cut across budgetary boundaries. 

This was considered the most useful approach for the information 
system analysis, since it would prove to be more flexible in the 
face of organizational changes as a consistent set of functions 
which would have to be carried out regardless of where they were 
actually "housed". From the point of view of the information system, 
it is these functional areas which have greatest impact on the 
information structure of the system. 



Analysis of the Major Management Areas: First Level 

The first level of analysis of the major management areas was 
designed to provide an overall understanding of the operations of 
each management area. This analysis included a breakdown of each 
area into its main component parts, with associated inputs, outputs 
and key personnel identified. 

Many of the initial interviews to collect the data required 
at this stage were conducted by the Peel members of the Task Force, 
using a standardized data sheet. This approach was successful in 
introducing key board officials to the details of the study, and in 
gaining their commitment to it. Due to the time constraints of 
overburdened key Board officials, OISE staff conducted a series of 
concentrated follow-up interviews to complete this stage of the 
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study. The preliminary outcome, of these interviews for each major 
management area were then validated by the officials involved. These 
activity analysis sheets were then used to develop flowcharts of 
the main processes in each major management area. These too were 
validated and updated by the relevant staff members. The finalized 
- activity analysis documents are presented in Appendix B, and the 
flowcharts in Appendix c. 

Analysis of Major Management Areas: Second Level 

This level of analysis followed the first level interviews, 
providing a detailed description of each component of the major 
management areas. This included specific sequences of activities, 
timing, personnel, information requirements and associated data 
sources. These intensive interviews were rather technical in nature, 
and thus were conducted primarily by the OISE staff with assistance 
from the Peel Board members of the Task Force where necessary. 

Flowcharts of these detailed processes were prepared from the ■ 
interview data sheets and from follow-up discussions for clarification 
of the flows, whare necessary. In some cases, flowcharts were 
prepared directly at the interviews, omitting the intermediate 
stage of completion of the detailed activity description forms. 
Both the detailed activity analysis documents and flowcharts were 
validated by the personnel responsible for the respective areas. 
Appendix B presents all the activity analysis documents-both for 
the first and second level analyses. Appendix C provides the flow- 
charts relating to the total set of activities as defined in the 
activity analysis documents. 



ERIC 



0 



13 



C. Analysis; Outputs 

To illustrate the type of outpucs produced by the first and 
second level analyses, this section will present the major management 
area of the "Budget Process" as an example. This area is divided 
into two components: preparation and control. The "Budget Preparation" 
area is used in this example. For the first level analysis, the 
Superintendent of Administrative Services was interviewed and, as a 
result, the overview form presented in Table 2 was completed. This 
lists the major set of steps involved in the budget preparation 
process, along with the main inputs, outputs and participants. Using 
this document as a basis, a flowchart of the overall process was drawn, 
as illustrated in Figure 2. This flowchart illustrates in further 
detail the general flows of documents and information in the steps 
of budget preparation. 

The second level analysis consisted of detailed analyses of 
each, step in the process, as outlined in the first level analysis. 
To illustrate this, step 2 in the overview document (Table 2) has 
been selected: "Prepare school requests". Table 3 presents the break- 
down of the activities involved in the preparation of school budgetary 
requests from the Field Office, "en steps are listed in the process, 
along with their inputs and octprts. Input is defined as the information 
necessary to carry out the step. The source of the input information is 
noted on the document. On the output side, not only information, but 
actions or consequences of the step are itemized, along with their 
timing. The personnel with major responsibility for each step in 



TABLE 2 

MANAGEMENT AREA: 



^. BUDGET PREPARATTON 




STEP 
NO. 



DESCRIPTION 



1 



3(a) 



3(b) 



Prepare budget guidelines 



Prepare school requests 



Prepare Area Requests, 
priority rank 



Prepare Department requests, 
priority rank 



Prepare Superintendency 
Requests, priority rank 



5. 



Total Budget Compilation 



Budget Review - Internal 
(adjust, revise) 



Budget Review - F s B Comm. 
(Adjust, revise) 



^Er|c^^ Approval 



INPUT 



1. Budget format 

2. Expenditures - current year 

to-date 

3. Budget - current year 

1. Cap-current requests 

2. Special requests 

3. Mtce, requests 

1. School requests 

2, "Overheads" 

3. Budget Guidelines 

4, Consultation - Finance 



1. Program requests - Dept. 

2. Program requests - areas 

3. "Overheads" 

4. Budget Guidelines 

5. Consultation - Finan ce 

1. Area requests 

2. Department requests 

3. "Overheads" 

4. Budget Guidelines 

5. Consultation - Finance 

1. Superintendent Requests 

2. Dept. and Area Requests 



1. Budget Request 

2. Consultation' - Supts., Dept. 
Heads 

3. Revenue Estimates 

4. Ceiling Calculations 



1. Revised Budget Request 

2. Revenue Estimates 
L.Ceilina Calculations 
4. Consultation - Supts. 

1. Final Budget Request 



OUTPUT 



1. Budget Guidelines 
-forms 

-instructions 
-expenditure summary 
(current year ) 

1. School requests 



1. Area requests 

2. Requests to Departments 



1. Department requests 
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1. Superintendent requests 
(Form BD-2) 



1. Budget Request 
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1. Final Budget Request 



1. Approval Budget 
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the process are also listed on this documento Figure 3 presents a 
flowchart based on this detailed activity analysis. Again, the 
flowchart allows for easier understanding of the flows of information 
with respect to the activities in the process. 

It is not expected that all these documents and flowcharts 
would be of equal use to all Board officials. Those who head depart- 
ments or have primary responsibility for an entire major management 
area would be most interested in the overview of their sphere of 
operations, and would stady the detailed analyses only as required. 
Similarly, those who are responsible for a specific compo^jent of a 
major management area would receive greatest use from the detailed 
analysis of that component, with the overview analysis aiding in the 
understanding of how that component links to the others in that area. 

The overview and detailed activity analysis documents have 
been compiled by major management area in Appendix B, while all the 
flowcharts (general and detailed) are presented in Appendix Co The 
rationale for separating the documents from the flowcharts is that 
one would expect these to be utilized by different groups of people. 
The activity analysis documents are easily readable and can be under- 
stood equally by technical and non- technical personnel. The flowcharts on 
the other hand, would probably be most useful as inputs to technical 
staff in the computer operations areao 
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TABLE 3 

AREA: j. 1.2.1 BUDGET PPPPap /iTTON 

objective:):' I. 

2. 
3. 



WONENT: school REyuESTs fpom Pt^rp 



DETAIIED PROCEDURE 
ANALYSIS 



OFFICE 




(a) 



Prepare description of 
Budget Categories and 
Instructions 

Set upper limit on cap. 
current and replacements 



3 



Cap. Current s Replacement 
and Supplemental Budget 
prepared by schools 

Meeting of Field Supt. 
with Principals for 
clarification, etc. 



Previous Budget ' 
Documents 

Directives from Central 
Office 

Board per pupil and 
allocation policy 

Enrollments (current 

Conditions & Needs of 
Individ ,1 Schools 

Description Document 



[Planning 
Budget 

Schools 

Schools 



Description docuip.ents 



Part of Description Document 



Requests + % of allocable to 
non-allocable of Cap. Currents 
(Purchase Requisition Form) 



Oct. 



Oct, 



AJ.A. 

after 
Jan, 

Oct. 
ca. 1 

week ?ft± 
descript- 
ion sent 
out) 



Field Supt, 



Field Supt. 



School 
Principal 
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DETAILED PROCEDURE 
ANALYSIS 



OBJECTIVES:' I. 

2. 
3. 




4(a> 

4(b) 
5 
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Budget Approval by Board 

Budget Balance 
(iiP-coiranitted) 



ERIC 



9'' 

/CO 



'School; 
iFie.ld 
]Office 
[AUoca- 
ijons. 
iSchool s 
' Field 
Office 



Requisition 



field 
Office 

Board 



Request for Estimate to 
Construction Department 



Board 

Field 
Supt. 



Requisitions out automatically 



Requsiitions for Approval 
items 



A.N.A. 



4 Mons. 
lead- 
time 



School and 



A.N.A. 

Follow- 
ing 

Budget 
Approval 
by Board 
(Spring) 

FoUowinc 
Budget 
Approval 
by Board 
(Fall) 



m 



20 

FIGURE 3 

ri.2.1 BUDGET PREPARATION: School Requests From Field T)ff ice 

1 of 2 
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Request 
reviewed 




FIGURE 3 
1.1.2. 1 (cont'd) 
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2 of 2 
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^- Synthesis; Information Structure 

The completion of the activity analyses provided a detailed 
systems study of the organization in terms of major management areas. 
The next step was to synthesize the disaggregated data into an overall 
framework representing the information structure of the Board. This 
consisted of the development of the flowchart presented in Figure 4. 
Here, information sources and destinations, external to the management 
process are distributed around the circumference of a circle, and are 
arranged according to the following scheme (reading clockwise around 
the circle from centre left) . 

(a) Agencies generating Demand for school board services and 
resources, i.e., the clients of the board. 

- The local community. Adult, special and regular students. 

(b) Agencies generating the Supply of services and resources 
to meet the needs of school board clients. 

These are - the Provincial program and financial resource 
agencies; 

« the board teaching and support staff? 
« the suppliers of goods an<5 services from outside 
the school system^ 

The three levels of decision-making ar^i repref^ented by the three 
main concentric circles in the diagram: the outer circle represents 
operations and operational control, the middle one management (tactical) 
control and the central core houses activities concerned with 
strategic planning. At the centre of system is the area of "Board 
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Direction . Approval". The „^in corr^^onents of the major management 
areas have been placed on the diagram (in bubbles) at decision levels 
n.ost representative of their major functions, with some overlapping 
two areas as necessary. Thus, the management areas which can be 
Classified u^der the "planning" level of decisions include budget 
preparation, accommodation supply, school curriculum (planning and 
evaluation), a portion of contract negotiations and of special student 
services. At the "management control" level are management areas such 
as general accounting (capital), budget control, personnel allocation, 
timetabling and grade reporting, transportation and so on. It is clear 
that most of the management areas fall within the category of "operations 
and operational control". These incjudo most of the accounting functions, 
external relations, staff development functions, some areas of special 
student services, some activities in transportation, plant operations 
and maintenance, supplies and so on. The arrows indicate flows of 
information between the management areas themselves and also between 
the management areas and the main information clusters within the 
board. These latter are indicated in the diagram by rectangles. Flows 
of information are also noted between the board office and agencies 
external to it, both within the jurisdiction of the Board (e.g., area 
offices, schools, teachers) and those external to it (e.g., other 
Boards, Ministry of Education, etc.). 

The synthesis provides the general design of the Board's 
information structure, it relates user needs to information and its 
flows throughout the system, it is from this frame of reference that 
specific information requirements can be defined for the system as a 



whole. 



31 



24 



Table 4 s^jiiamarizes the relationship between the management areas 
and clusters of information as defined on Figure 4, in terms of the 
principal sources of information used by each area. Locations in the 
table marked with an asterisk denote a potentially useful information 
source not currently used by the management area indicated. Table 4 
provides, along with the synthesized flowchart, the basis for the • 
specific design of data files for the information system. 
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R ESULTS OF THE STUDY 

The study reported in this dociiment provides a comprehensive 
analysis of the major activities of the Peel Board's central office 
operations and the types, levels and flows of information related 
to these operations. Not only are the major management areas 
analyzed independently, but the relationship, between these is 
synthesized to form an overall integration of Board activities and 
information. This provides a structure which would not be obvious 
in the analysis of specific management areas or departments alone. 
In so doing, it identifies key areas of information-utilization 
activities and information-generating activities (i.e., sources and 
sinks of information) which provides the basis for specific infor- 
mation system design, 

RECOMMENDATIONS FOR USES OF RESULTS 

The results of this study can be used in a variety of ways. 
The set of activity analyses represented by the documents in 
Appendix B can be particularly useful to superintendents and their 
staffs whose main responsibilities lie in specific major management 
areas. These can be used as a documentation of the general and 
detailed functions in those areas, and of their relationship to 
other areas. Where necessary, they can provide useful information 
for designing new procedures within management areas. It is 
recommended that the documents be updated as changes in organization 
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and functions occur within these management areas, so that they 

will continue to provide a detailed, up-to-date analysis of Board 

operations and inforrnation requirements. 

The flowcharts in Appendix c can serve a similar function 

with respect to providing information about operations within 

activity areas. However, these have the additional advantage of 

representing flows of information within and between these areas in 

a manner which is impossible in the analysis documents. Although 

these can be used in conjunction with the documents by all interested 

staff, it is expected that the technical computer operations staff 

will be most interested in these outputs. To the systems analyst, 

these, along with the overall systems information provided in the 

flowchart in figure 4, and in Table 4 will provide the structure 
basis to: 

1- Identify areas where computerized procedures 

could be designed to facilitate activities of the Board. 

2. Determine information gaps and inadequacies. 

3. Identify areas of information overload and redundancy. 

4. Streamline overall information flows. 

5. Design specific, integrated report generating procedures 
with the associated data base to meet the timing require- 
ments of decisions or activities. 

6. Design specific data files within the information 
categories defined in this docxmient. 

To the Planning Department, the outcomes of the study provide a 
unique overview of the range of Board operations. Since the 
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Planning funccion relate, to activities which cut across depart- 
rnental line., the perspective provided as . result of this study 
can be useful in identification of areas where the Planning 
Department can provide inputs for procedural designs, or which 
can provide useful inforxnation for planning purposes. 
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This volume presents the detailed^ technical results of the 
information analysis at the Peel Board of Education as described 
in Volume I. A description of the contents of each appendix follows. 

Appendix A 

This appendix provides a preliminary overview of the depart- 
mental operations of the Peel Board. It is based on a series of 
interviews conducted at the outset of the study to provide the study 
team with a general understanding of the Board's functions. 

Appendix B 

This appendix . contains the set of documents which 
provide the analysis of the major nanagement areas. For each area, 
there is (a) an overview document, which lists the main activities 
or components in the area along with related inputs, outputs and 
participants, and (b) a set of detailed procedure analysis documents, 
which further break down each of the activities listed in the overview 
document. The detailed procedure analysis includes the steps in 
the process, associated input information and its source and result- 
ant outputs and their timing. Participants and/or location are also 
presented for each step. 

It must be noted that in some cases, a detailed procedure 
analysis document was not prepared for each conjjonent listed in the 
overview document. This may be due to the following reasons: 
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1. The overview document is sufficiently detailed, so 
that a detailed document for certain steps would be 
redundant. 

2. Detailed flowcharts were prepared directly at the 
interviews, omitting the intermediate step of completion 
of the analysis document. 



Appendix C 

This appendix contains the flowcharts which relate to the 
analysis of the major management areas. For each area, an overview 
flowchart and detailed flowcharts are included, corresponding to 
the areas covered in the analysis documents. For some areas, however, 
flowcharts have not been prepared: these consist of areas which 
cannot be broken down into a series of steps which represent "flows" 
but suffice to have a listing of inputs and outputs for discrete 
components. In such cases, the analysis documents provide all the 
necessary information required for the analysis. 
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APPENDIX A 

PRELIMINARY OVERVIEW OF DEPARTMENTAL OPERATIONS 



A-1 



LEVEL 1 MEETING; SCHOOL PROGRAM DE! ARTMENT 



(1) OVERVIEW 



Superintendent of School Program: W. Douglas McVie 



(a) Major Areas of Responsibility: 

1. Curriculum development 

2. Professional development 



3. Education program research 
(b) General 

1. Doug McVie is a permanent member of the Curriculum Development 
Counci I • 

2. Role still Iff a state of flux as a result of recent organizational 
changes. 

3. Process for program change. 

School V Area Family Superintendent > Curriculum Supt. < 



^ (McVie) 




Administrative Council 



N 



S 



Program Committees of 
the Board 
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Director 




approval 
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I MAJOR FUNCTIONS WITHIN EACH AR' A 

1. - Curriculum Development (Doug McVIe) 

1.1 - Interpretation of Ministry curriculum guidelines for 

schools' use. 

1.2 - Monitoring school programs: 

- cataloguing secondary courses/programs and elementary 
program descriptions. 

- approving all new courses /prog rams (esp. 'experimental' 
programs) prior to Board and Ministry submission. 

- evaluating new courses/programs. 

1.3 - Provision of guidelines for school program development: 

- minimum course content 

- program rationalization 

- program objectives 

1.4 - Curriculum resource developrrent: 

- non-certlf led 'teacher' resources for special programs 

- media/ 1 earning resources: guldel Ines for acquisition. 

2. - Professional development (Charlie Brown) 

2.1 - Teacher In-servfce program development: 

- perceive and anticipate teachers need In the field 

- disseminate. Interpret- Board and Ministry guldel I ne 
re I eases. 

- leadership training 

- communication skills 

2.2 - Liaison with teacher training Institutions. 

2.3 - Teacher courses and conventions: Catalogue and disseminate 

to schools lists of relevant courses and conventions. 

3. - Education program research. (JudySplgel) 



Monitoring of Questfonr*3lre Type Studies: 

- general concern In ^he areas of curriculum, school 
program, etc. 

- Ministry-Initiated studies cover students, teachers, parents. 

- Internally Initiated studies would look Into areas 
such as: 

- sex, drugs, alcohol 

- open area 

- French 

Testing of Core Curriculum 

- administration of standardized tests across the system 

- data bank of test results has been generated but tViere 
Is some difficulty to retrieve centrally (IBM), 

Priorities 

Aid to teachers where none has been available before 
I.e. professional development probably most Important as 
a result of curriculum changes, 

Inservlce for all teachers In a given area - I.e. unlversabM I ty 
of coverage In a specific area. 

Evaluation of outputs of schools, e.g. what Is the Impact 
of the schools on the youth. 

French Irmerslon program 



A-4 

March 5, 1974 

LEVEL 1 MEETING: PLANNING DEPARTMENT 
(1) OVERVIEW 

Superintendent of Schools (Planning and Development) : Bill Lambie 
(a) Major Areas of Responsibility 

1 - Enrollment Projections 

2 - Budget Reporting 

3 - Contingency Planning 

4 - Information 

- Development of Realistic Time-Schedules and Time-Management 
Practices 
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(b) General 

1 - The Objective of the Planning Department is to: 

- develop planning information,- and 

- assist in developing good criterion-referenced, consensus 
d' cision processes 

2 - Role of Planning Department 

- The Planning Department currently is considered to be a short 
term function to: 

- analyze needs and design 

- act as a service and control fmction 

- serve as a training function 

- concentrate in the areas of facilities, contingency, evaluation 
and setting of objectives 

- the planning role will later be filtered down to other 
departments where it will be part of the on-going operations. 
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MAJOR FUNCTIONS WITHIN EACH AREA 
Enrollment Projections 

- the development of expertise in enrollment projection is viewed 
as functional to the planning process - (refer to Bill Lambie's 
paper on Objectives of the Planning Dept., April 1, 1974) 

- good enrollment projections allow for more accurate analysis for 
almost the whole spectrum of problem-areas in the system, 

e.g. - capital construction allocations 

- boundary changes 

- site location 

- facilities plemning 

- transportation 

. - budgeting, etc. 

requires organization and good communications with the other groups 
in the system 

Budget Reporting 

- current involvement in the design and implementation of a new Budget 
reporting system 

Bill Lambie (Planning) is responsible for the design of the new 
system and Bill Keith (Finance) will take over the control aspects 
when developed 

- objective of the system is the development of revenue/resource 
needs and information regarding costs of projects or studies. 

Contingency Planning 

- anticipate and develop effective strategies for coping with 
specific contingencies that may arise 

- part of the approach is to develop information for different 
simulations . ' 
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Information 

- the development of an accurate, responsive information system 
for the Board, the public, and the staff 

organized, relevant, timely and meaningful information would be 
most useful in areas such as transportation/bussing, accommodation 
planning, enrollment projecting, progra.-n planning, personnel, 
building, etc. 

Development of Realistic Time-Schedules and Time-Management 
Practices 

especially in terms of major programme and administrative planning 
e.g., review process for Building Specifications 

- Resource allocation system - management/program/services 

- accountability of objectives of 
superintendent level 

PERSONNEL 

- organizational structure and staff to be obtained at later meeting 
PRIORITIES 

- Budget Reporting System 

- Enrollment Projections and the methodology and organization 
associated with the role of enrollment projections for planning. 



April 4/74 

LEVEL 1 MEETING: BUILDING /ND PROPERTIES 
Superintendent of Plant: (Derek Wilkinson) 
(1) OVERVIEW 

Major Areas of Responsibility 

1 - Design and Construction 

2 ~ Maintenance 

3 - Care taking 

4 - Cap from Current Projects 

(11) M.^JOR FUNCTIONS WITHIN EACH AREA 

(a) 1 - Design and Construction 

Supervisor of Design and Construction: (Harley Phillips) 
has 1 assistant and 2 technical assistants 
his job is to convert educational briefs to reality 
must get Ministry and O. M. B. approvals 

recommends architect to Superintendent of Plant for Board 
approval 

tenders contract 
site supervision of construction 
recommends approval of progress payments 
1.1 - Site Selection (D. Wilkinson, J. Greeniaus, H. PhUlips) 

planning dept. chooses locations and is concerned with 
obtaining approval of need from the Ministry 

buildings and properly people rule on the suitability of the 
location 

currently the County owns ninety sites 
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1. 2 Plans/ Specification 'new Construction) 

planning; developer dedicates site 

eventually give site approval prior to dedication 

site evaluation (See 1 . i) 

sketch plans based on planning dept. specifications and 
traditionally developed architectural standards/construction 
with area superintendents and principals. 

- final plans and approval 
2. Maintenance and Operations (Jim Ellison) 

5 area supervisors of maintenance and operation - correspond 
to each area office, (i. e. , family of schools) 

each area supervisor has a crew of 3 men; they tend towards 
general handyman' rather than specialists 

there is a regular maintenance routine and in between minor 
repairs are handled as they occur 

Uiere are two assistant supervisors - Stuart Lee and Peter 
Boesener. Mr. Boesener handles the current capital budget 
responsibilities. Mr. Lee is in charge of the central mainten- 
ance staff. 

3. Care taking 

large amount of caretaking done by contract and, part-time 
cleaners ^ 

permanent staff small compared to other boards 
Breakdown on Activities by Budget 

1 - current: repairs 

2 - Capital/current: alterations, programmed upgrading of facUities. 

I.e. fire standards, lighting levels, etc. 

3- capital: new construction 
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(III) PERSONNEL 

(a) Organization chart pending 

(b) Responsibilities: Defined in Section (11) 

(IV) PRIORITIES 



1 - 



all three major areas of responsibilities have approximately the 
same priority except that there is a tendency to emphasize Design 
Construction 



2 - all current projects and needs 

3 - data bank project 
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March 21/74 

LEVEL I MEETING: PERSONNEL DEPARTMENT 

(I) OVERVIEW 

Department Head: R. Steadman 

(a) Major Areas of Responsibility 

1 - Recruitment, Transfers & Separations (Non-teaching staff) 

2 - Teacher Recruitment 

3 - Salary Administration 

4 - Employee Benefits & Safety 

5 - Performance Appraisal, Promotion, Organization (in cooperation with 

I I ne management) 

6 - Negotiations (Resource department for Board) 

7 - Collective Agreements 

8 - Training & Development 

9 - Communications & Counselling 
10 - Personnel Records 

(b) General 

1. The inter-relationship between the major areas of responsibility are 
apparent since they are functions normally associated with personnel 
departments. 

2. Mr. Steadman is directly responsible to 1he Superintendent of Business 
Affairs but also functionally reports to the Superintendent of 
Academic Affairs. 



ERIC 



53 



A-13. 



ERIC 



(II) MAJOR FUNCTIONS WITHIN EACH AREA 

1 - Recruitment, Transfers & Separations of Non-Teaching Staff 
1.1 - Recruitment: (Mrs. Chapman/Mrs. Ward) 

- office and secretarial staff - (Mrs. Chapman) 

- supervisory and administrative staff) 

custodial and maintenance staff ) 

- i=.v, k I ,A w ^ ^ (Mrs. War:;} 
lay help (A.V. technicians) ) 

1 -2 - Transfers: 

- arrange suitable transfers 

- CUPE involved 

- all processing done by the personnel dept 
1.3 - Separations: 

- process termination and inform payroll 

« 

- conduct exit interviews for staff who leave voluntarily 

2 - Teacher Recruitment : (3. Pawloski /S. Colbert/Pat Morgan) 
2.1 •• Recruitment: 

- request from principal for new .person; (need for new teachers 
established by Mr. Dobson) 

- Aovvartisement placed in newspapers 

- all applications sont to principal and area superintendent whether 
in ancwer to an ad or a drop-in at the central office 

- appointments must be approved by Mr. Dobson and the Board; 
information must be sent to Mr. Dobson for this purpose 

- following approval, all processing done by the personnel dept 
e.g. - acceptance of position form prepared, signed, etc. 

- personnel dept must approve of the salary arrangements 
(initially determined by Sharon Pawloski and Pat Gordon) 

0- 54 
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- Transfers/Terminations: 

- transfers processed by personnel dept 

- process terminations and inform payroll 

- Salary Administration (Rick Meade) 

- position descriptions 

- job evaluations (e.g., determination of salary range) 

- classification of positions; nb. CUPE negotiates classification 
for all office, clerical, personnel lay assistants 

- salary surveys 

- administration and interpretation of teaching and non-teaching 
salary schedule 

- payrol 1 documentation 

• Employee Benefits and Safety (TBA) 

- administration of group insurance plans 

- workmen's compensation 

- liaisoning with Insurance Companies 

- providing statistical data - a report prepared manually on a 
regular basis for Insurance Co. 

- benefit counselling of teaching and non-teaching staff (priority item) 

Performance Appraisal, Promotion, Organization (R. Steadman/LI oyd Dobson) 
(in cooperation with line management) 

- assessing performance:- Chiefly non-academic personnel 

- Steadman evaluates non-academic personnel 

- Dobson evaluates teaching personnel 
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- recommending promotion- 

- recommending organizational changes 

- suggest policies of constructive discipline ■ 
-Negotiations (Resource Department for Board) (R. Steadman) 

- act as resource people to the Salary and Staff Relations Committees 
of the Board since administration has no authority to speak for the 
trustees, e.g., Steadman & Townsend provide liaison between personnel 
and academic affairs 

- provide statistical data and advise on salaries, costs, policies and 
procedures to Salary Committee and Staff Relations Committee 

^l^rs. Pawlosl<;i) 

- liaison with Chairman and members of staff negotiating committees 
- Steadman - member of salary committee acting as resource person. 

Col I ective Agreements (R. Steadman) 

- administer provisions 

- conduct grievance hearings for non-academic staff 

- suggest revisions in content and language (in new agreements) 

Training and Development: Non-teaching staff 

- staff induction 

- safely training 

- supervisory training 

- staff development 

Communications and Counsel I ing (R. Steadman) 

- communications with staff 

- provide information of changes in legislation, Board policies and 
other matters of mutual consent 
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- provide counselling se-vices on request on job opportunities and 
personnel problems relating to work situations 

- liaise with line staff and supervisors, principals, superintend- 
ents, etc. to determine needs and provide service 

10 - Personnel Records (Mrs. Ward/Mrs. S. Pawlosl<i ) 

Request, receive and maintain in confidence comprehensive 
records on all employees, i.e., official files: 

- duplicate (may be triplicate) files on teachers; area office 
and schools may also have copy 

- file locl<ed and restricted to a 1 1 

- accessed only with people in personnel dept 

(III) PERSONNEL 

(a) Organization chart: pending 

(b) Responsibi I ities 

- department staff divided into academic and non-academic staff 

- 3 academic staff: Mrs. S. Pawlosl<i (sr. person) 

Sharon Colbert (assi<5tant to Mrs. Paw|osl<i) 
Pat Morgan (new) 

- non-academic staff: Mrs. Chapman - office & secretarial staff 

Mrs. Wai - paraprof ess iona I s , lay assistants, etc, 

- R. Steadman in charge of senior staff 

(IV) PRIORITIES 

- essentially equal priorities on ail major areas of responsibilities but 
special emphasis on:- Negotiations 

^ - Employee Benefits 
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- Personnel records (very important for the academic 

affairs office) 
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LEVEL 1 MEETING: FINANCE 



March 21, 1974 



Superintendent of Administrative Services: Bill Keith 
(I) OVERVIEW 

(a) Major Areas of Responsibility 

1 - Budget and Expenditure Control 

2 - Revenue 

3 - Payrol I 

4 - Purchasing 

(b) General 

K The interrelationship between the areas of responsibility is in the 
purchasing and ordering for all materials usedrin schools which forms 
the major operational link, i.e.. 

Budget: ^allotment of monies to school s approved by board 

i;-equ I s itions 



budget control dept: checks j^EDP: encumbers order 

purchasing dept: purchase order 



order arrives 



from school 
E D P; 



invoice sent to accounts payable 

accounts payable dept: sends duplicate 
invoice to purchasing 

receiving report sent to EDP 

encumbrance deleted; sets up chart of 
accounts to be paid 

listing of accounts payable weekly 

checked by accounts payable 

cheques printed and sent out to suppliers 
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(II) MAJOR FUNCT I ONS W I TH I N EACH AREr 

1 - Budget and Expenditure Coi.trol (Shirley Harrison/Ken Dudman - chief 

accountant) 

1.1- Budget Control : 

- board establishes budget 

- finance people control expenditures to keep within the budget 

- budget officer clears all encumbrances to budget after items 
received and charged to accounts payable 

1.2 - Budget Process: 

- contribution is primarily one of inputs to the process 
i.e. - provision of historical data 

- information on ceiling and revenue via liaison with the 
planning academic people, enrollment projections, with 
ministry on available funds, other sources. 

1.3 - Accounts Payable: 

- weekly listing of accounts payable - EDP 

2 - Revenue (Ken Dudman - chief accountant) 

2.1 - Accounts Receivable: 

- primarily billings for community use of schools 

2.2 ~ Acquisition: 

- ensure maximum benefit from provincial aid; i.e., find existing 
sources of revenue and utilize thsm. 

- revenue from fares, etc. 

3 -Payroll (Marion McDonald) 

- EDP operation 

- ! inkage with personnel dept. (espec. fringe benefits) 

4 - Purchasing (P. Porter) 
4.1 - Inventory: 

ER|C - this includes the opeiiation <gjhe warehouse and stockroom 
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4.2 ' CoUfier Service: 

- deals with the distribution from warehouse to schools, etc. 

4.3 - l^rinting Shop: 

4.4 - Service: 

maMroom; duplicating; switchboard 

- Office services under supervision of the purchasing officer 

(III) PERSONNEL 

1 - Organisational chart is pending 

2 - Responsibi I ities ■ 

- Personnel responsible for the major areas are given in Section (II) 

- detailed responsibilities will be identified in subsequent meetings 

(IV) Priorities 

1 - Annual budget to the Board, to the Ministry 

2 - functioning financial system for 1974 - especially payroll system 

3 - Systems development for financial system 

4 - review of the manual routines and paper flow for accounts payable or:d 

Purchasing, and interfacing with the computer 

(V) NOTES 

1 - G^aC: 

' no documentation, no run schedules 

' no run manual to determine how to extract . information 

' insufficient programming ability 

' ed fioc operation 



ERIC 



60 



A-18 



Budget: 



« ! 



74 system expanded to allow budget accounts- to be broken down by 
dept. and fami I ies 

- --^ew account numbering causing problems in bringing EDP system up 
to date 

EDP Operation: 

- payroll 

- accounts payable; weekly listings 

general ledger: expenditure accounting, including encumbrance 
system 
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April 4, 1974 

LEVEL I MEETING: TRANSPORTATION 

1 - Organization: - J. Brown: Superintendent of Business Affairs 

- Enid Britten: South area Business Officer 
-Willa Wood ill: North Area Business Officer 

2 - General 

- contract buses; U fni 1 1 expenditures 

- II contractors, 170 buses 

- own 2 buses 

- route design - plot- with pins on map 

3 - Bus Contracts 

- tender on number of buses, not students; number of students used to 
determine the number of buses 

- contracts let 

" routes redesigned and assigned 

4 - Operations 
4.1 - Regular Runs: 

- have list of bussed students but is not up-to-date except for periodic 
head counts; list is prepared in October 

- list of special education kids always up-to-date 

- small operators handle their own routes, complaints, etc 

- otherwise complaints, regular transportation problems, etc. handled by 
Enid Britten 

- policy: - under 2 miles 'no bussing' except for 

- danger areas, illness, and K to 3 for Dec to Mar if greater 
than f mile 
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4.2 - Special Runs; 

- special or extra runs over and above contractual tender 
e.g. - kindergarten 

- home economics run 

- special runs to the city for the handicapped 

- leave morning, return afternoon 

- mini buses deliver students to embarkation point and 2 
buses deliver students to the city 

4.3 - Tax is: 

- for special education kids 
handicapped 

- temporary disability, i.e., broken limbs, etc. 
5 - Grants: 

- principals provided number of students; forms are sent directly to the 
principals from the Ministry for this purpose 

^ - bus operators submit number of miles; forms are given to them by the 
Board 

Enid Britton compiles grant application 

- recover m of transportation costs by the grant 
) - Problem Areas 

- would like information from Special Education people earlier 

- poor communication when migration - from principal 

- from spec. ed. 

- from parents 

- where classes are set up. 
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March 13, 1974 

LEVEL I MEETING: COMPUTER OPERATIONS 
Murray Skinkle 

( I ) OVERV I EW 

(a) Major AppI icat ion Areas 

1 - Financial System 

2 - Payrol I 

3 - Tests 

4 - Scheduling Reports 

(b) General 

- Murray Skinkle responsible for computer operation; essentially a 
one-man operation 

Contract out to GEAC for all services 

- Computer (Hewlett Packard); physically located at the Board 

- All support staff, programmers, systems analysts, operators, etc. 
provided by GEAC. 

(II) MAJOR FUNCTIONS WITHIN EACH AREA 

1 - Financial Systems (B. Keith) 

1.1 - Purchase Order - Routine: (P. Porter) 

- Responsibility of the purchasing dept. 

1.2 - Payment of Invoices - Routine: (B. Keith) 

- Account Payable Dept 

1.3 - Journal Entries - Routine: (Ken Dudman) 

- Budget/Accounting 
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Trial Balances - Routine: (Ken Dudman) 

- Accounting Dept 

Ministry Reporting: (Ken Dudman) 

- Accounting Dept 

- Not a program but uses the output from the othsr routine 
to prepare the report 

Inventory Control or Stores Order: (M. Skinkle/P. Porter) 

- under development; target date Sept/74 

Payroll (Marion McDonald) 

- cheques produced via master program 

- new employee routine - create new records 

- proposed development of a new Payroll/Personnel file (B. Steadman) 
Ministry has tapes on all teachers' certification 

- The following reports and routines to produce them are given 
below: 

- TD4 routine 

- Superannuation routine 

- OMERS: Ont. Munic. Employees Retirement System (i.e., non- 
teaching pension plan) 

- UlC routine 

- Group Life Ins. routine 

- Taxable Benefits 

- OHIP 

- Distribution: distributes pay according to function or panel 
charged to 
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- Calculation of pay ) for negotiation purposes, update of 



- Payrol I grid 



) new salary levels, etc. 



3 



- Tests 



(M. Skinkle) 



Schedu I i ng program 



) 

) GEAC 



Mark Reporting - as of Sept 1/74) 



4 - Scheduling Reports (M. Skinkle) 



secondary teacher analysis wrt periods, number of students 



taught, free-time, etc. 



program analysis by school, by superintendent, bv board 



(III) PERSONNEL 

- M. Skinkle is responsible for computer operations at the Board. GEAC is 
responsible for supplying all hardware and software services 

- the people responsible for setting up the runs for various applications 
are given in selection (11). 

(IV) PRIORITIHS 

- Priorities for the various applications are (1) Financial System, (2. a) 
I nventory control , (2.b) Schedul ing, (3) Payroll, (4) Mark Reporting 
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March 28/74 
Apri I 23/74 

LEVEL 1 MEETING: SPECIAL (Student) SE-'-VICES 
( I ) OVERV I EW 

Superintendent of Special Services: Bill Quance 

Major Areas of Responsibility 

1 - continuing Education Services 

2 - Psychological Services 

3 - Attendance Counselling 

4 - Special Services 
(b) General 

t - The linkage between the areas is that they all a.^e outside the norma 
range of services 

2 - The orientation is countywide rather than school level 

3 - Decentralization is occurring, consequently all field representative 

now answer to the field supervisors. The central officers (with the 
exception of Continuing Education) act as consultants to the field 
off ice 

4 - Special Education is a service and not a discipline, dealswith kids, 

teachers, parents, professional groups, etc. 

(ID fMJOR FUNCTIONS WITHIN EACH AREA 

1 - Continuing Education (Walter Ward) 

1.1 - administration of night school (ca.8000 registered) 

- summer school, both rjlementary and secondary (ca.3000 registered) 

1.2 - handle referrals of drop-out students for follow-up 

- alternatives to education geared towards drop-outs or potential 
drop-outs (ca.125 stud) 
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1.3 - holiday travel/excursions: 

- mechanism for screening travel agencies: 

- credit travel program:- credit course on trip abroad 

" carried out by Peel teacher staff overseas 

- usually summer school 

1.4 - training of parent volunteers (elementary schools) 

1-5 - coordination of correspondence schools; tutors available; use 
Ministry's correspondence courses 

1.6 - liaison with community organizations 

e.g. community colleges to prevent overlap 

- General Council of Children's Services - representation by Board 

- regional gov't will help coordination 

1.7 - career's orientation (Ernie Nielson); work experience and courses 

for ci"ed i t' 

2 -Psychological Services (Ashton McKi nnell ) 

2.1 -Traditional Function 

- psychological diagnostic service - learning difficulties due to 
psychological or learning disabilities (ca. 2 1/3 - 5% of student 
popul*ation) 

- make recommendations on instructional procedures 

- referral by principal, teacher or parents; written report accompanied 
by verbal discussion 

2.2 - Home-School Liaison Function 

- for kids who require more intensive services 

- referred to community agencies with feedback 

2.3 - Genera! Consultative Service 

- the above 2 areas are treatment oriented, this area has impact 

0' 
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- on the whole system wrt .11 kids, with object of prevention 

- workshops for teacher gr-ups (primarily A. McKinnell) 

- evaluation techniques; curriculum development 

- various committees 

e.g., Curriculum Development Council - trends, needs, implementation 
Primary Education Task Force 

Testing and Evaluation Program Committee - 3 to 4 year 

periodicity for 
county programs 

- Volunteer Groups 

- geared to a limited number of kids 

- volunteers from various community organizations work individually 
wit:: ■ r,?M.>rn children -.a one-to-one situation) 

- these are lay people trained by Psychological Services 

- volunteers supervised by staff 

- volunteers go to the schools 2-3 times per week, mostly elementary 
school s 

- they need all the information they can get concerning a child," 
therefore need parental consent 

- very successful program, the support to the child is both emot iona I 
and academic 

- with this kind of help over and above what a teacher can give, some 
children ca.i stay in a regular class 

Attendance Counsel i ing (Mrs. DesRoches) 
Counsel I ing Services 

- Involves parents and students, assessing problems at home 

- referrals come fro/n principals, parents, community agencies, etc.; 
passed on to psychological services as necessary 

- supportive casework counselling; object is to improve the living and 
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learning conditions of a child. 
Provincial Courts (Famf I v' Division) 

- usually attendance problems - problems with parents 

- unmanageable children 

- etc. 

Liaison with Home, School and Community Agencies 

- team approach, mixed disciplines 

- Children's Aid, Public Health Nurse, Peel Family Services, etc. 

- refer to "Annual Report of Attendance Councilling Service for 
1972-73". 

Early School Leaves 

- new legislation allows 14/15 year olds to leave school 

- special committee set-up to handle this 

- requests from parents go to this committee 
Special Services (Bill Quance, Bob King) 

- special services is basically an accounting system for students 
special programs 

Evaluation 

- selection made by principal 

- lack of resources requires principal to make evaluations and 
selections as to who will enter programs - special ed programs, 
summer school 

- rank priorities on children entering programs 

- psychological services and principals send data or child to Bill 
Quance (e.g. evaluation form submitted by principal) 

problem is lack of space; lack of data on teachers with special 
ed certificates 

nb: could use teacher file and computerized student cards. 
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4.2 - Budget Control 

- need budget control to ensure money is used for special e.d purposes; 
this money should be differentiated from the regular grant per student 

- need monitoring to ensure money goes for what it was originally 
intended; this is the area superintendent's responsibility 

- 1,500 vocational; 240 retarded; 1,400-1,500 in elementary; at 
least 3/4 of these schools have special ed program. 

4.3 - Teacher Hiring 

- make recommendations on teacher hiring 

4.4 - Faci I ities 

- could advise on type of supplies and equipment to be ordered 

- where in system these are located, available and even if they exist 

- monitor balanced use of facilities 

- part of future planning as to requirements. 

4.5 - Transportation 

- establish list of special ed children before end of June - to be 
sent to transportation officer 

- problem of change of address when special ed dept is not informed 

(III) PERSONNEL 

Bill Quance has 4 people working for him. Their responsibilities are 
defined in Section (II). 
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L EVEL I MEETING : fAMI LY OF SCHOOLS 



OVERV I EW 
) Major Areas of Responsibility 

1. - Relationship with the Office of Academic Affairs 

2. - General Responsibilities of the Superintendent of Family of 

Schools 

3. - Staffing/Hiring 

4. - Leadership/Development/Promotion 

5. - Support Services 

6. - Budget 

) General 

FamI ly of Schools 

- Pairs of Superintendents of Family of Schools are paired in field 
offices so that they can share the same resources, 

- Each Family Superintendent handles the direct affairs of the 
schools In his family. 

- Family Superintendents act as liaison between families, and also 
between schools and the Board. 

- All information related to Family of Schools goes through 
Superintendent of Academic Affairs office (e.g. - resignations, 
moves, etc.) 

Each field office defines its own needs. 
MAJOR FUNCTIONS WITHIN EACH AREA 

- Relationship with the Office of Academic Affairs. 

- initially the function of the Office of Academic Affairs is one 
of monitoring and affecting change at the superintendent !evel 
and then a control function. In general, the central office is 
responsible for: 

- Coordination and Supervision of the activities of . the Family of 
Schools. 

- The Superintendent of Academic Affairs (M. Townsend) supervises 
and his assistant (Lloyd Dobson) cordinates the activities of 
th3 Fami ly of Schools. 

- L. Dobson chairs regular meetings of Superintendents - generates 
1 nformation. 

- Evaluation and reporting to the Director on the performance of the 
Superintendent of Family of Schools. 

- Lloyd Dobson chairs a committee to look at performance review, 
and develop a pattern relating to salary. 
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- Implementation of the Phllosp^y of the Board at the School Level. 

- The Director Is to develop a set of priorities based on the 
objectives of the superintendents, 

- Ke. each fami ly estabi Ishes Its own objectives and the results 
are evalvated at the year's end, 

- General Responsibilities of the Superintendent of Family of Schools. 

- The emphasis In the Family of Schools: The Superintendent 
operates In a "democratic'' fashion - feeling of "family, 

- This has been done In capital expenditures, but may also qo Into • 
staffing, programming, etc. 

In general, the Superintendent of Family of Schools has the followlna 
responslbl I Itles: 

Supervision, Staffing, Budgeting, as described In the previous sections. 
Professional development within the Family of Schools, 
Community Relations with: 

- local trustees 

- parents 

Control of Conference and Workshop Budget, 
Liaison: with other families, teacher groups. 
Evaluation of Principals: 

- Part of a team of 3 members: - academic affairs representative 

- the Superintendent of the 
Principal 

- Independent Superintendent 

Staffing/Hiring 
Staffing: 

- Staffing requirements are based on enrolment projections supplied 
by the planning department and which may be modified by the 
Academic Affairs Office. 

-Must operate within the pupil/teacher ratio set by the Board; 

Included in the ratio are non-teaching personnel, special education 
and special teacher pools* 
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' IXSnTand llluil:^?'' '^'""^ determined and then the 
er oi"ienT and staff Inq figures are given to each Superintendent 

dlscrl^^ol! distributes and assigns his sta'ff at hJc!" 

3.2 * Hiring: 

^ superintendent's office sets up process for hiring and recruitment 

Ln,?dl;e:' '''' '"^^--v'^Wn^ and selection of a 

' office does the screening and official hirinq 

curta ling hiring on a discipline basis until the surplus teachers 
^r-e placed. (Handled by the central office') ^ Teachers 

' lotTXn%Ve:rs'^ "^^'"^ "^"^"y ^^"^'^^ ^V.the Family 

' WhP^' h°+ IT'^^' placement of surplus 

teachers but before needs for new teachers are posted. 

4. - Leader-shlp/Development/Promotlon 

4.1 - promotion: 

" ^-^^f evaluation rests with the 

Superintendent of Schools and principals. 

" J^yearl'"'^ ^^^^ ^''^'"^ ^^^^^ '"''^^ ''^ evaluated every 

- Principals evaluate teachers, then the Superintendent reviews 
and comfnents. 

4.2 - Leader^fif p. Development: 

- Leadership Development Program: Teams made up of central office 
personnel (superintendent etc.) plus Family Superintendents and 
oC'^^i^!!^ evaluate Principals and Vice-Principals In terms of 

^ lT?n^^\^f^ T"^ evaluates candidates; sets tasks (experiences) 
required for development. 

- The Central office plays a coordinating role In the "Leadership" - 
PQvelopfnent Porgram. . ^ 

5. - SupDort Services 

- each field office has its own support services and personnel 

e.g. - consultants for specific academic areas and resource teachers 
are housed in the field offices. (Liaison with centrol office 
- ^^rog^am Superintendent responsible for area coordinators) 

^ 74 
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- Maintenance Supervlsc-r; phys ed; etc, 

- Business Officer who Is responsible to the Superintendent 
of Business Affairs but Js housed at the field office level. 

6, - Budget 

- Superintendent of Family of Schools responsible for budget for 
field office budge," and review of Principal's expenditures, 

- Assures It reflects the priorities of the schools art programs, ^:,^c. 

- There are two main budget categories: capital current and consuniable 
supplies. 

6.1 - Capita! Current: 

- Distributed to schools by the field offices, 

- Equipment purchases 

- Minor renovations; (structural change requires approval from the 
central office, I.e. the Plant Off Ice) 

- Special expenditures for large Items can be skimmed of the top 
for the Family of Schools needs. 

- Al loted to an area on a per pupil basis. 

- Superintendent of Schools has flexibility In allocation to specific 
schools, 

- Formula recommendation goes through Academic Affairs and Business 
Office jolntty. 

Staff budget commfttee - reviews priorities for budget Items. 
Next year the Superintendents will prec^nt their own budgets to 
Include all categories, 

6.2 - Consumable) Supplies: 

- Schools receive a global budget based on a formul?^. 

- Principal spends It to reflect priorities, 

- Superintendent of Family monitors this spending. 

- Also the Superintendent receives a small allocation to provide 
flexibility for special programs. 
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PERSONNEL 

- Office of Academic Affairs: 

Superintendent of Academic Affairs - Marvin Townsend 

Assist, to Superintendent of Academic Affairs - Lloyd Dobson 

- Family of Schools: 

There are !0 Superintendent of Schools (Family of Schools) 
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April 9, 1974 



LEVEL 1 MEETING: SUPERINTENDENT OF ACADEMIC AFFAIRS OFFICE 
(1) OVERVIEW 

Superintendent of Academic Affairs: Marvin Townsend 

(a) Major Areas of Responsibility 

The main concern Is wivh the quality of the academic program In 
the system, especially the following areas: 

1 - Direction 

2 - Program 

3 - Assessment 

(b) General 

The superintendent of academic affairs has the following roles: ' 

(1) operational - In connection, wl th Mr. Cobscr*; (2) leadershlp-e.g.coordinat 

the activities of all of the superintendents of schools. Currently 

the operational role Is emphasized rather than leadership. Once 

the reorganization Is over, the concentration will be on leadership; 

(3) interaction with Executive Committee and Board of Education 

(col lectively/lndlvldual ly). 

(ID MAJOR FUNCTIONS WITHIN EACH AREA 
1 - Direction 
1.1- Major Direction: 

- Major direction Is with the Superintendents of the Fsmily 
of Schools and to a lesser' extent, the principals. 
Essentially a field oriented job. 
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- usually a one-to-one situation where the superintendent 
of academic affairs 'alks to the superintendent of the 
family of schools, to discuss the board's views and coordinate 
superintendents' goals with the board's. 

- general Jy try to stay away from the schools per se, the 
responsibility of the Family of Schools' superintendent but, 
periodically sit with the Headmasters' Association, refer 

to Section (1.2). 
Staff Involvement: 

- heavy Involvement with staff by Informal visits to the schools 
with Superintendent of Schools. 

- meet with the secondary principals thro-jgh the Headmasters' 
Association executive 

- meet with the elementary principals and vice-principals 
through tho Elementary Principals' and Vice-Principal's 
Association 

- meet with executives of E.A. ar.d OSSTF through Executive 
CoL/ ncI I . 

Evalu?tIon: 

- continuing reassessment of evaluation procedures for teaching 
staff to be developed in 1974-75 

- nothing forma*, especially after one Is already on staff 

- secondary principals' evaluation - a committee consisting of 
Headmasters, representatives. Superintendents, and L. Dobson 

- elementary principals' evaluation - usually a team which 
includes a super5 ntendent from the central office (Mr. L. Dobson). 

- a committee is In process of developing a formal procedure 
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for evaluation of th- Superintendents of the Family of 
Schools. 
- Leadership Program: 

- ongoing review of need for various Leadership roles 
(Planning Department and Leadership Superintendent Committee). 

- MLT administers program and chairs leadership teams 
committee meeting. 

- identification of candidates 

- work directly with candidates In schools, principals and 
superintendent of schools. 

- a team of 2 visits prospective candidate, 3-4 times per 
year to review needs, objectives, present progress. 

- ongoing leadership trai.iing (carried out by Program Dept.) 
(D.McVie) after annual review and planning by superintendents 
of schools. Leadership Committees. 

- an Evaluation Program Committee has been set up which 
defines leadership specifications for all positions. Mr. 
Lambte is responsible for vhe process and Mr. McVie for all 
of the In-service and professional dijveiopment that parallels 
the process. 

Program: 

- program evaluation done by the Program Department and then 
discusses^ makes recommendations to (a) M'-. Townsend, 

(b) Admini strati ve Council. 
Asr sment: 

- meeting of 4 superintendents weekly for short term goals, 
immediate problems. 
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- lonn range planning re objectives is reviewed by this group 

(III) PERSONNEL 

(a) Organization 

- all of the Superintendents of Schools (Family) and .L. Dobson, 
B. Ouance, Bailey, D. McVie, report to M. Townsend 

- the Superintendent of Planning (B. Lambie) reports directly to 
the Director's office, but works closely with the Academic Affairs 
office. 

(b) Responsibilities 

1. Lloyd Dobson 

- Superintendent of Schools (Assistant to the Superintendent 
of Academic Affairs) 

- plays the major operational role with the staff, e.g., 
Staffing, principals' evaluation, funding of programs; 
chairman of the Academic Council. 

2. Bill Ouance 

- Superintendent of Schools (Special Services) 

- directs chief psychologist, attendance counsellor; with his 
assistant B. King acts as a consultant, and with W. Ward 
deals with special educational services. 

- the reorganization has altered his .fob; he now assists the 
Superintendents of Schools in an advisory, consultative role. 
Because of the decentralized new structure, . n i s duties now are 

- development of programs 

- development of professional development program, in service 
training, recruitment of staff (new)v 
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- work In cooperation with and liaison with Superintendents 
of Schools 

- less emphasis on operations and more on planning, policy and 
prof, development function In the area of special services. 

Doug McVie 

- Superintendent of school (Program) 

- involved In program and professional development 

- supervision of consujtatlve staff, recommendations re long 
range planning In this area, 

- e-^phasis Is to get Into the schools for personal contact 
and input 

- sh:5rinq of responsibilities with the Superintendent of 
Schools (Field) In determining needs, coals; concentrate more 
in leadership;: need recognized to do more long range planning 
Jn the areas of professional development, leadership, needs 
re services 

- supervision of Measurement and Research and Development 
(Judy Spigel) 

John Bai ley 

- Superintendent of Schools, (Assistant to Academic Affairs 
Department) 

- leadership role fn adhoc committee work, e.ge, alternatives 
to supply teaching, evaluation of teachers, surplus staff. 
Interviewing of staff for responsitie positions 

• makes recommendations to Central Superintendents' Council 
re above 

- Halson with OSSTF, EA etc. In ongoing studies. 
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5. Bill Lambie 

- Superintendent cf Schools (Planninq) 

- although Is responsible directly to the Director's office, 
he is in close liaison with Mr. Townsend 

- has the leadership role in the desiqn to help principals 
and superintendents to look at lonq-term poals and 
planning 

- his long-term planning activities include: 

- population projections - assistance in staffing, 
faci I ities 

- assistance ot Area Superintendents on questions such 
as boundary changes, program, staff needs, planning 
for future, etc. 

- special ed. planning. 

(IV) PRIORITIES 

1 - Leadership Development: 

- growing role in the future - as effect! vis strategy for 
introducing change in system 

- leadership role in education as a system rather than just 
school 

- change fn system must be at grassroots level and reflect 
staff needs, attitudes, input. 

2 - Emphasis on the human element of administration 

- must be aware that a Sarqe system can often be insensitive 
to many people's needs 

- personalize role and contact of senior officials vIs-a-vIs 
teachers essential 

ERIC 0 
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Qiial 1 ty of Program: 
- monitoring function 

-fill needs of kfds and requirements of parents, Po.?rd of 
Education . 

Possible Infon-nation Needs 

Staff Information - leadership 

- task force personnel 
Fad 1 1 ties Inventory: 

- upgrading of facilities - need systemwide review to 
establish priority for Drogram of UDgrading; library/ 
resource 

Capability to Monitor School Fxpei'dlture: distribution of 
funds within family, within individual schools. Emphasis 
on physical rather than \iu,\.ci,\ resources. 
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May 14/74 



LEVEL 1 MEETING: BUSINESS AFFAIRS 
Superintendent of Business Affairs: Jack Brown 

(I) OVERVIEW 

Major Areas of Responsibility 

1 - Supervision of business affairs of the Board 

2 - Treasurer of the Board 

3 - Executive 

(II) MAJOR FUNCTIONS WITHIN EACH AREA 

1 - Supervision of Business Affairs 
1 . 1- Functiona ! Areas: 

1.1.1- Directly report to the Superintendent of Business Affairs: 

- Assistant to the Sup. of Business Affairs (Murray Skinkle); reports 
directly to Jac'^ Brown; responsible for computing services 

- Personnel division 

- Area Bu-siness Officers; North & South Areas; E. Britten & Willa Wood! 

1.1.2- Superintendent of Business Affairs Accountable for: 

- Administrative services (Bill Keith) 

- Accounting services 

- Plant Division (Derek Wilkinson) 

- Report to trustees on all areas in the jurisdiction 

- Transportation: responsible for policy and tenders. The day-to-day 
operations are handled by the 2 area business officers. 

1.2 - Genera I 

- general philosophy is that academic needs must be taken into account 
and not just a business approach per ee (e.g., resource allocation 
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based on academic needs) 

- role of giving inputs to ti.e educational program from the viewpoint 
of non-teacher 

' Integration of educational facilities with the community: 

- view of total needs of community served by education 

- integration of community agencies to meet needs 

- advisor to Planning Dept who has the formal responsibility in 
this area 

Liaison with municipal agencies: knowledge of municipal personnels- 
contacts with municipal personnel retained; eventually Planning Dept 
will takfe over. 
Treai-urer to the Board 

- role of treasurer is to ascertain what the Board's eventual 
financial commitments will be 

- negotiate and purchase school sites from developers 

- liaison with the Ministry in obtaining financial resources. 
B. Keith is responsible ror the administration of the money 

Executive 

- executive role through membership on the executive committee and 
administrative council 

- Executive Committee: - director, academic officer, business officer 

^ held at end of each administrative council 
meeting and on ca 1 1 

- salary negotiations (excluding the Director) 
• personnel matters, appointments 

- del icate matters 

- Administrative - executive committee members, auditor- and all 

Counci I : 

superintendents 
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" m'^iet weekly 

- anything to be presented to the Board is 
dealt with here first 

(III) PERSONNEL 

3.1 - Organizational chart: available 

3.2 - Responsibi I ities 

- given in Section II 

(IV) PRIORITIES 

1 -ail financial responsibilities 

2 - provision of facilities and accommodation for growth needs 

(V) GENERAL .NOTES 
5,1 - LI nkages; 

5.U - Planning Department 

- work with developers for yields, etc. The superintendent of 
Business Affairs office is responsible for the purchase of sites. 
5,1.2 - Field Offices 

• administrative assistants are under the superintendent of that area 

• little contact with the Superintendent of Business 
5.1.3- I nternal 

" Plant: - design and construction people work together with Planning Dept 
Maintenance and Caretoking Dept linked to Purchasing Dept 

- Payrol \ : I i nkages to everybody 

- Personnel :authori zes payroll changes 

- Budgeting's Accounting: - administration of budget by field superintendents 
ERiC - bus iness office controls capital expenditures 

"~" 0 8fi 



A-44 



- Business Superintendent & !-oard: 

- strong | inkage 

- Board expects information from J. Brown 

- formal information transmitted via reports 
by operational areas 

- Sooiai linkages for good of Board: 

- Ha I ton church extension council 

- Drug centre 

- Advisory Board of LiRAS- 

5.2 - Critical Factors: 
- School Trustees 
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Juno 13, 197/; 

' :VEL I r^IEETiNG: DIRECTOR'S OFF i-:E 
(1) OVERVIEW 

Director of the Peel Board of Education - Mr. John Fraser 
(o) ^ajor Arcos of Rosponsibi I ity 

1 - R3lationsinp Between Senior Administration ond Elocte.,! Official. 

2 - DevoloDing Objectives and Structure of the Organization 

3 - Relationship with the Community 

4 - Relationship with the Ministry 

5 - Leadership Role 
(b) General Comment 

- The Director is not responsible for the actions of the Board; ho 
is not the Board's spokesman ; that is the respons i b i I i fy of the 
Ch.3irman of the Board 

- The Director is responsible for the operations of the .ystem and 
implementation of the Board's policy 

(2) Major Functions Within Each Area 

1 - Relationship Between the Senior Administration and El ected' Of f i c i a I s 

- most critical to develop an open re I at icnsh i r< rlth trustee. 

- relationship between trustees and administrates is dovclo.ed 
through the fol lowing: 

1.1 Standing Committees: 

- Director ensures that these committees function properlv ' 

- Members must be prepared for the meetinas 

- Assignment of staff as .embers of these^commi ttees are usually 
related to staff members' areas of responsibility 
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''^ec)u I n r Poo rtj Meet i ng£. : 

- Dirochor onsuros that materials ore prepared and sent to 
tru5teo5 in arivonce 

"Workipo Portnersh.p" Between Board and Administrators: 

- Director's role to protect the staff in the face of the Board 

- Director strengthens the role of the staff 

Do..'n|oping Objectives and Structure of the Organization 

- Director h.s greater objectivity due to lack of vested interest 

- takes responsibility for the organ I z:3t ion as it is nou- 
designed and for its productivity 

Point ionship with the Community 

- public relations, e.g., information to community oroan izat ions 

- explains what the Board is trying to do through the notion 
of "system", i.e., a comTOn so+ of objectives for the 
orgnni/afion as a whole. 

- public inquiries usually come to the Director first, who then 
decides how and who should handle the issue 

- Diredor tries not to be a member of any specific community 
corr,mittees, otherwise he would be inundated with these 

- the ^opid nrowth of the county has led to a proliferation of 
comnittees and many we I i -organ i zed interest groups 

- Dirfictor sits ex officio on committees 

Mini stry 

- nrroctor takes an active role when dealing with senior Ministry 
3t;.if f- ( i .e , Wei Is, Davi.s) 

- depending on the issue, will participate in occasional meetings 
wi+h regional Ministry staff 

LO'idcrship 

- iosues arise which consume a great deal of time; ofien the 
Diroctcr has to react t-^ a situation having , foo many unl<nowns. 
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- often required to spaak to federations and associations; al-so 
•nv.ted to speak in the standing committees. 

- net i VP rolo in leadership deve ! op,r.ont of staff; he is one of 
tv.o membern on committees deal ing wi-^h potential leaders 

' n tfie syslern. 

- l:.>ncilos serious personnel proble.ns, ecpoci.My when confiden- 
. tirjl [ fy [5 required. 

- choirs the Administrative Council: involves setting up the 
.^non.J,-,. sharing of information, integration of all components 

- O,^ecfor coordinates all major r.eetinys in the system to 
reduce conflicts; most meetings hold at night. 

- r.Wrecror is the executive member at the regular Board meetings 
and also sits in on any other meetings that have important 
''^ri''=n(ja items, 

- oti-onds special functions. 

Priorities 

1 - P'nrtner£;hip with trustees - greatef^nced now 

2 - Relationship with staff 

3 - Relationship with the community 

4 - Ctalyot for specific issues, e.g., major thrust in primary 

educat ion. 

Gonoral Motes 

1 - Circular Organization Chart: 

- information feeds in from the departments 

- system policy matters go directly to the Director 

- in coses of doubt as to whether administration 
or Board should take action - goes to Board as 
information 

- matters are referred to the standing committees 
for solution. If action i , x-ommended by the 

committee it mus+ be ratified by the Board. - Ail roports, 
ccnimittee resol urion ;, information, etc. must go via the ' 
Administrative Ccuncrl before being sent to the Board. 
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" Dire'.'tor follows 'jp on .tI! Boord resolutions 
• oiGure action is taken - a log of Board re-.oi ut ions is 
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APPENDIX B: 
ACTIVITY ANALYSIS DOCUMENTS 



92 



MANAGEMOiT AREA: budget mmmm 



Prepare budget gaidelines 



3(a) 



Prepare school requests 



3(b) 



5. 



Prepare Area Requests, 
priority rank 



1. Budget format 

2. Expenditures - current year 

to-date 

3. Budget - current year 



1. Cap-current requests 

2. Special requests 

3. Mtce. requests 



Prepare Department requests, 
priority rank 



Prepare Superintendency 
Requests, priority rank 



Total Budget Compilation 



6 



Budget Review - Internal 
(adjust, revise) 



1. School requests 

2. "Overheads" 

3. Budget Guidelines 

4. Consultation - Finance 



1. Program requests - Pept, 

2. Program requests - areas 

3. "Overheads" 

4. Budget Guidelines 

5. Consultation - Finance 



1. Area requests 

2. Department requests 

3. "Overheads" 

4. Budget Guidelines 

5. Consultation - Finance 



1. Superintendent Requests 

2. Dept. and Area Rec^ upstfi 



OVERVIEW 




Budget Review - F & a Comm. 
(Adjust, revise) 



^"(Iget Approval 



1. Budget Request 

2. Consultation' - Supts., Dept. 

Heads 

3. Revenue Estimates 
4^Ceiling Calculations 



1. Revised Budget Request 

2. Revenue Estimates 
3..CeiUna Calculations 
4. Consultation - Supts. 



1. Budget Guidelines 
-forms 

-instructions 
-expenditure suimary 
(current year) 



1. School requests 



1. Area requests 

2. Requests to Departments 



1. Department requests 
(Forms BD-1, 1(a), 2(a)) 



1. Superintendent requests 
(Form BD-2) 





^ Revised Budget Request 
approved in pri.nciple) 



1. Final Budget Request 



PARTICIPANTS/ 
LOCATION 



Supt. of Finance 



School staff 



Superintendents 
Families 



Depaitment: Heads 



Superintendents 



Admin. Council ^.j 



F & B Committee 



AREA; ^1.1.1 BUDGET PREPflRATTON 



COMPONENT: budget guidelines 



DETAdED PROCEDURE 
ANALYSIS 



3. 




STE 

NO 



Determination of Budget 



.JOOfOpTION 
DESCRIPTION 




Sequencing of budget forms 



Preparing instructions 



Previous budget state- 
ments based on Code of 
Accounts 



Program needs identified 
through feedback from 
Schools s Superintendents, 

Policy Guidelines 
(Finance and Budget 
Coinmittee) 

Budget Categories 
Priority determination 



Budget forms 



I'orms 



Verbal 



Board 
Kesolu- 
tion 



OUTPUT INFOR MATlfiM 
DESCRIPTION 



Budget Categories 



Budget preparation forms 
(Staff list) 
(Other components) 
(Department summary) 

Instructions 
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TIMING 



PARTICIPANTS/ 
LOCATION 



Aug. 15 



Budget Officer 
and Superii)- 
tendent of 
Finance 

(Central office 



Sept. 1 



Sept. 15 



Budget Officer 
ind Superin'' 
tendent of 
Finance 

(Central Of^ce) 

Budget Officjer 
and Superin- 
tendent of 
Finance 

(Central Office) 



AF:A: .1-1. 2. 1 BUDGET 



COMPONENT; 3CH0C: ^^LOUESTS 



Dg^llED PRQCEOURE 
iiiLYSiS 



'■ -lELP OFFICE 




itJPL'T iNFORI-WTIC 



Prepare description of 
Budaet Ca:eaories and 
Ir.structicns 



Set upper liniit on cac 
current and repiacenents 



■ -ur ^nt fi Replace- 
;::dc -lental Budqec 
^^'epa . schools ' 



"leld Supt. 
oals for 
•n, etc. 



OiiiPUT l» Tn^ 
DESCRIPTION 



per pi il and 


Icir.nir: 


-^"-lon f .iicy 


3u;,get 


-~.cnts .current 


Scr^ol; 


---:::s.L dsof 


3c:,ooi: 


- -.1 c ... ■„ 






1 

1 



Description Document 



PARTICIPAKTS. 
LOCATION 




Oci. 



field Supt. 



" + ^ of allocable 
■:able of Cap. Curr-r.tisi 
Hequisition Forr.) I 



School 
Principal 



i(c-. 1 
!we;''-: a:t^ 



AR:A: .^UiiEEi^^ .SCHOOL REQUESTS FROMPmoprTr. 



DETAILED PROCEDURE 
ANALYS S 



C=JEC[IVES: I. 

2. 




4(a) 



4(b) 



Hrjuests from school 
V --aerated at any time and 
reviewed by Suet, or 
cesiqniite 

(Adnin, Assist.) (uoto 501) 



DESCRIPTION 
Kequest from school 
'Jpper limits Educational 
relevance to program 



5(a) 



":)n-allocable reques-s- 
to Construction Depc , 

;-:5ior Requests to Supt. 
o: Plant 

Requests over 501 and 
Supplemental held until 
Bridget Approval 

Consider Requests over 501 
c: Budget-Approved 
Subject to Board 
ipproval 



+ Rationale for need 
+ Rationale for need 



Budget Approval by Board 



Consider Supplemental 
Requests 



!:!';i:.|Rt Approval by Board 

Filance 
i (iircoHiir/.red) 



- o . 
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SOURCE 

School; 
Field 
Office 
iAUoca- 
tions, 
School & 
Field 
Office 



Field 
Office 

Board 



DESCRIPTION 
Requisition 



Request for Estimate to 
Construction Department 



Board 

Field 
Supt, 



Requisitions out auromatically 



Requsiitions for Approval 
items 



A.N.A. 



4 Hons, 
lead- 
time 



A.N.A. 

Follow- 
ing 

Budget 
Approval 
by Board 
(Spring) 

FoUowin: 
Budget 
Approval 
by Board 
(Fall) 



PARTICIPANTS 
LOCATION 



School and 



AREA: _ 1.1.2.?. BUDG i-m^Af'-- 


COMPON- IT. 


DETAILED PF iDURE 
ANALYS . ; 

SCHOOL REQUESTS 




OBJECTIV ] ? - Pre^.^ 

2 

3 

. 


• .-cetary requests .:ased 


upc.i i-dqez allotment from Superintender.fc 




STEP 
NO. 

1 
X 

2 
3 

4^ 


' ^ CR ■-.i 

Cap-Curre,: - R=cu£rz_: | 

Idenrificzrion of ;r:^ 
<3epa_:tmer, . 
Fonnraiatr -.i Sch:_ 
list of F: -ities, 
Submissio: : Super- 
intendent. 

Review of ..23Tiiss-or oy 
Superintend -:t. 


INPUT INFOfWT ON 
DESCRIPTION 

Rqnisition Form 


I SOURCE 


J LJTRJT INFORMATION 

'ASCRIPTION llfMI^.^^ 
' 

i 

^chcol cnnistrative "Tmn « 

1! 
3 
i 
j 

.iuer- nteiideiit j ^^en 

} budget 

[ approved 


- f- 1CI PANTS/ 
JCATION 




Special Recr_: ^ts: ! 








1 


Request by i jinci:., ., ; : 
Superintend£r,t, 


'•squisition Form 




j 
i 
1 

1 . 

j immedi- 
j ately 




i 


Maintenance Reque^ ^ - 

Request by l^ncipal :: 
Superintends, 


-equisition Form 




^'—^-•t- ~ 

1 

1 

i . 

i inunedi- 
i ately 




1 

2 


Supplies: 

Principal ^-^ts h ^zez. 
Department :a:^:^e ' ; 
requisitic=i;. 


inquisition Form i 




-r ~ 

i 
J 
1 

I when 

i budget 

j approved 

1 

1 

i 

j 

1 

1 

i 

1 


— HP — 

-i, <j *>j 
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ARB: 3 BUDGET ?RE?APATION 



_ COMPONENT: 3(a)PR3RE"AREA requests 



DETAILED PROCEDURE 
ANALYSIS 



OBJECTIVES:' 1. preparation of Field Office M ... p...,..^. 
3. 




Description and Definirion 
of Budget Categories 
Preparation 



2 Departments of Field 
Office Complete Forms 



iJjj 



Discussion and clarifi- 
cation of rationale for 
requests with Super- 
intendent 

Collation into Field 
Service Budget & Establish 
Priorities 
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Previous Budget Document^ Field 



Directives from Central 
Office 



Description Document 
Assessment of Need: 

(a) Past Budget 

(b) Current experience 

(c) Projection of needs 

Standard Budget Forms 



Department Budget 
Requests (Final) 



Cffic: 
Cent:.- 
Offi::; 
(Keii: 

Dept. 

PeTErin- 

nel 

(Fi,::.d 

Of: :s: 

Dep.. 
Penon- 
nel fi 
Sue:, 



EiPTlON 
Description Dc-Jient 



Standard Budget Form 



Pinal Depart: .2nt Budget 
Request (Stcidard Form) 



; Field bffict Request 
t (Standard Form) 
l^rief for Rationale of 
: Budget Rcaue-^t 



Oct. 



Oct, 



Oct. 



Field Office 
Supt. 



Field Office 
Personnel 



Field Office 
Personnel & 
Supt. 



No/. 2 Supts. 5 
early) ridmin, Asst. 
(Field Office) 

m 




COMPONENT: department requests 



PILED PROCEDURE 




Determine staff 
Requirements 



Complete Form lDI 



Complete Form BD2(a) 

Establishment of 
Priorities 



111 



/J 
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-Number of New 
Schools 

BDl(a) 

•Previous Years Budgetj 

-Expenditures to-date 
-Anticipated inflation| 

•Anticipated needs 



I Board 
I Minutes 



BDl, BDl(a) 
-Board priorities 

■Job performance 
Environmental 
Requirements 
•Budgetary requests 



Approved 
Budget 
Printout 

Business 
Publications 
and supplies 

jAge of 
I equipment 
I New projects 
I current 
I state of 
I equipment 



I'Supts. 

[Job descrip- 
' tions 

I'BDKa) 
|BD1, BD2(a) 



BDl completed 



BD2(a) 

Justification of expenditure 
to Superintendent ' 



Oct. 



Oct. 
Oct. 



Dept. Head 



Dept. Head 



Dept. Head 
Dept. Head 

• 'V - 



AREA: J.1.5 BUDGET PREPARATION 



, COMPONENT: superintendent 



DETAILED PROCEDURE 

wsis 



requests 



OBJECTIVES:- i> Joiletion of hmm^^ 

2, Allocation of priorit ies 

3. _Re_cpiiiiiiended Delet'i'n'ng 




Compare area superintend- 
ents request with previous 
year 



Subiiiission of BD-2(a) to 
Budget Dept. for inclusion 
in draft budget 

Consideration of draft 
Budget 

Establishing priorities 
when reductions are 
required 



^ea Supts. request 

Prev. years budget 

Projected growth or 

decline in students and 
staff 

Analysis of per pupil 
costs and % of budget 

Back-up material from 
Budget forms BD-U etc. 



All budget documents 



Directive from Admin . 
Council on % or dollar 
reductions and from staff 
budget coirmittee 
(specific suggestions re 
cuts) 



Area 
Supt. 
BD-1 etcj 
Budget 
Office 

Plan 
Dept. 

Supt. 



Approval, rejection or 
modification by Supt. 



Budget 
Office 

Admin. 

Council 

Staff 

Budget 

Ctte. 



For compilation into draft 
budget 



Submission of budget to Admin. 
Council and Staff Budget Comm.' 

Draft Budget reconended 
to Finance Committee 



Dec. 



Jan. 



Feb. 



Feb. 



PARTICIPANTS/ 
LOCATION 



Central Office 



Central Office 



Central Office 



Central Office 



m 



DETAILED PROCEDURE 
AMIS 



!• - Miction of Total S,,tm^n , ^ 

L% 

3. 



STEP 
NO. 



DESCRIPTION 




V 



Check Budget Submissions 
for accuracy 




Compilation of sumaries 
into a Total Budget 



J 'I 



DESCRIPTION 



Budget Forms 
Staff Lists 

Payroll and Accounting 
Records 



DESCRIPTION 



TIMING 



PARTICIPANTS/ 
LOCATION 



Corrected Budget 
summaries 



Corrected Budget Sumaries » Nov. 1 



Total Budget Request 
(Expenditure Summary) 



Nov. 15 



Budget Officet 
s Superiiit;endN 
ent of Finance 
(Central 
Office) 



Budget Officer 
s Superintend- 
ent of Finance 
(Central 
Office)- 



Hi I 



AREA: in BUDGET PREPRpmnw 



PILEO PROCEDURE 
ANALYSIS 




General Budget Overview 
Compilation 



Examination of priorities 



Revisions of General 
Budget Overview 



!.i 



1. Budget Request 



2. Consultation (at 
meeting) 

3. Revenue Estimates 

4. Ceiling Calculations 



General Budget overview 
Consultation of Supts., 
etc. 

Priorities 

General Budget Overview 
Consultation, etc. 
Salary Schedule 
Comitinents 



Budget 
Seminary 
Form- 
Keith 
Verbal 
Account- 
ing Dept 
(based 
on Min. 
Forms) 



General Budget Overview 



Priorities established 



Revised Budget Request 




PARTICIPANTS/ 
LOCATION 



Jan. 31 



Feb. 1 



Feb. 14 



Supt. Finance 
& Budget 
Officer 



Admin. Council 



Admin. Council 



1.1. 



AREA: 1.1.8 BUDGET 



PREPARATION 



COMPONENT: 7 s a* budget review s' approval 



detailed procedure 
Hysis 



OBJECTIVES:' I. 
2. 
3. 




Review of priority listing, 
listings and resulting 
revised budget request 



Examination of Final 
Budget to Board 



1. Revised Budget Requestj 

2. Revenue 

3. Ceilings 

4. Consultation 

Priority Listings 



Pinal Budget Request 



1 



1.) 



Recoramend final Budget 
Request to Board 



Admin, 
Council 



Admin. Approved Budget 
Council 




*! ^ 8 will be at one meeting of full Board + F 



Feb. 21 



F fi B 
Committee 



Feb. 28 



Board 



IM 



tnai meeting, 



S B Committee, so Board can vote approval at 



OVERVIEW 



MANAGEMENT AREA: 



2. 1 ACCOUNTS mm.v. 




Process imiices for payment 
by computer systems cheque 



Process Cheques 
Requisitions re: 
Petty Cash reports 
Mileage Claims 
Expense Claims 
Other Claims 

by computer systems cheques 



Manual Ch:,~*as by Typewriter 



11.5 



Purchase Orders (copies) 
Invoices 

Receiving Reports 
Batches to Computer 
Vendor Numbers 



Standard forms 
Batch to computer 



As above 



iisis from computer 
-e ^•rgisters 
ues 

^or Listings 

standing Purchase Order 

lists 

Information for Budget Reports 
■ and Financial Statements 



Same as above and integrated 
in edit lists, etc. 



PARTICIPANTS/ 
LOCATION 



As above 



A/C Payable Staff 
A/C Payable Clerks 
Chief Accountant 
Purchasing Dept. . 
Budget 
S',;hools 
Mm, Staff 
Geac 

Suppliers 
As above 



As above 



IIG 
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OVERVIEW 




STEP 
MO. 



DESCRIPTION 



Misc.. Revenue 

Recovery of damages costs 
Sale of Equipment 
sale of Bldgs./sites 
Interest Earned 
Cafeteria Revenue 



Tuition Fee Revenue 

Continuing Education 
Driver Education 
Suiwner School 
Winter courses 
Day school 

jg^ajjillin g and Revenue 
Schools 15 Facilities 



tats 
Provincial 



Requisitions to municipalities 
New Year 



INPUT 



Meros, Forms 
Batchs to computer 



Fees and forms from various 
sources 



o — . ^ 
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Rental Permits 

Caretakers overtime reports 

Revenue from Rentals 



Regulations, form work sheets 
Assessnent Information 
Enrolment Information 

Assess. Information 
Ministry Regulations 
Working papers from Ministry 
Previous year Financial 
statements 



OUTPUT 



Official Receipts: 
Bank Statements 
Edit lists from Computer 
Revenue portion of 

financial statements 
Reports to Ministry 



As above 

Invoices to Students 



Invoices for rental 
Official receipts 
Billing Sumaries 
Journal entries 

Grant calculation forms 
portion of financial state- 
ments - Current Estimates 
for next year 

Estimates for year 
Requests to Municipalities 
for new year 



PARTIClPAm/ 
LOCATICI^ 



Accountinc^ Dept . 
A/C Rec. 
Cashier 
Accountant 
Chief of Account 
Schools 
Admin, Staff 
Ministry 

As above 



Area Business ' 

Offices 
Regional 
Business Officer 
and staff as above 

Accountant 
Ministry, Revenue 
Assess, Office 
Admin, Staffjj ,j 

Accountant 
Municipalities 



OVERVIEW 



MANAGEMENT AREA: _ 2.3.1 general ACCOUNTING - operating FUNDS 



STEP 
NO. 




Daily Borrowing 



Journal Entries 



General Ledger Account 
Analysis 



Bank Reconciliations 
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Accounting Records re:. 
Deposits, Cheques issued, etc. 

Bank Debits 
Corrections 
Adjustments 
Batches to Computer 
Cheque Cancellations 
Systems Cheque issued 

Computer Print-out of Trial 
Balances and Transactions 



Cheque cashed through bank A/C 
Payroll Registers 
A/C Payable Registers 



Promissory Notes to Bank 



Computer Edit Lists 



Corrections Journal Entries 
Back-up re: Financial 
Statement and year end 



Reconciliation Statements 



Accountant 



Budget Dept. 
A/C Payable 
Cashier 
A/C Rec. 
Accountant 



Accountant 



A/C Rec, 

Cashier 

Accountant 



1 



MANAGEMENT AREA; lU general accounting - capital 



OVERVIEW 




DESCRIPTION 




Capital Accounting for all 
Capital Projects financed 
by Debentui'e 



12i 



Board resolutions re: 
Projects approval 
Borrowing 
Debentures 

Requests for payment for 
contract drawings, architect 
fees, etc, 

P.O.s for equipment, etc. 
Invoices for payment 



O.M,B. Applications 
O.E.C.A. Applications 
Debentures 
Bank Borrowing 
Cheques 

Capital stateir.ents 
Trial Balances & General 
Ledger Transactions from 
Computer 



PARTICIPANTS/ 
LOCATION 



Planning Dept. 
Construction & 

Design 
Supt. of Plant 
Supt. of Finance 
Supt. of Admin. 

Services 
Capital Accountant 
Chief Accountant 



1 



00 
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OVERVIEW 



MANAGEMENT AREA: 




Preparation of all input to 
Computer relative to issuing 
Salary Cheques 



er|c 



Reports and forms from 

Personnel Dept. 
Overtime reports, Absentee 

reports, Casual employee time 



Various other reports and 
Standard Forms 



Salary Cheques 
n Slips 
Various Reports 



PARTICIPANTS/ 
LOCATION 



All Employees 
Payroll Staff 
Supervisor 



1 



94 



OVERVIEW 



MANAGEMENT AREA: J.1 ACCOmTiON supply, rmm. mm 




Monitor Planned Development 



site Selection 



Establish Capital Program 



Project Proposal 



ERIC 
I 



1. Developer's brief 

2. Plan for Sub-Div. registration 

3. Facilities inventory 

1. Facility Needs (A. 11) 

2. Site Analysis (A, 12) 

3. Inventory of Sites 



1. Facility Needs (A. 11) 

2. Demographic Stats 

3. Current Enrolment 

4. Facilities Inventory (A. 3) 

5. Facilities standards 

6. Enrolment Projections 

7. Reliable/replacement needs 

8. Ministry guidelines 

9. Available architects 

1. Project briefs (C. 11) 

2. Capital Program (c, 12) 



11. Facility Needs 

12, Site Analysis 



11. Site Designation Agreement 

12. Site Selection 

13. Site Purchase Agreement 

14. Ministry Approval 

(a) site 

(b) purchase 

15. 0MB Approval (financing) 

11. Project briefs , 

12. Capital Program 

(a) Project descriptions 

(b) Priorities 

(c) Cost est. 

(d) Need justification 

(e) Architects 

(f) F & E est. 

(g) Approvals 

11. "Co-op Needs" study 

12. Facility Proposal 

13. Cost Est. 

14. Ministry Approval 

15. 0MB Approval 



PARTICIPANTS/ 
LOCATION 

Planning 



Planning 



Planning 



Planning/ 
Buildings 



12d 



^^^^^^^ Jj. ^CCOmATION SUPPLV. n.n. 



OVERVIEW 



DESCRIPTION 



Construction 



1 'Y1 

J. V ^ 



ERIC 



INPUT 



1. Construction Cost (G. 13) 

2. F S E Specs, S Costs (G, 14) 

3. Contract (G. 15) 

4. Working Drawings (F. 11) 

5. Construction Specs. (F, 12) 

6. Ministry Approval 

(a) site 

(b) purchase (B, 14) 

7. 0MB Approval (financing) 
(B. 15) 

8. Building Permits 



OUTPUT 

11. Construction Schedule 

12. Inspection Reports 

13. Papent Approvals 

14. Cost Control Statements 



PARTICIPANTS/ 
LOCATION 

Buildings 



AREA: JOlmMMODATION SUPPLY - CAPITAT rnimyxui ... 

— ^ ™nENT; monitor housing DEVELQPHRW T 

PROGRAM 



DETAILED PROCEDURE 
ANALYSIS 




Project student yield 
(Greeniaus) 



Facility Needs Analysis 



ERIC 



Housing yield factors 



Draft Plan of subdivision 



Local 
Planning 
Board 

Ministry 
of 

Housing 



Projected Yield 



Current Enrolment 
Family of Schools 

Enrolment Projection 
(3yr) 

Available facilities ) 

List of Proposed/Reg. 
Subdivisions 



I Planning 
Yield 
Projectn 

Schools 



) 

) ] Planning 

[Ministry 
j of housing 
'Munici, 



Projected Yield 

Comment on Draft Plan 
(Letter) 



as 

required 



PARTICIPANTS/ 

LOCATION 



Planning 



Planning 



13li 



Planning 



Planning 



Planning 

Planning 
Planning 



AREA; 4.1.1 ACCOMODATION SllPPT.v ■ n... r.,,^^^,^.,^ m HOUSING 



■ milED PROCEDURE 
ANALYSIS 




Project student yield 
(Greeniaus) 



Facility Needs Analysis 



Draft Plan of subdivision 



Ministry 
of 

Housing 



Projected Yield 



Current Enrolment 
Family of Schools 

Enrolment Projection ) 
(3yr) ) 
Available facilities ) 

List of Proposed/Reg, 
Subdivisions 



Planning 
Yield 
Projectn 

Schools 

I Planning 

I Ministry 
j of housian 
'Munici. ' 



Projected Yield 

Comnent oii Draft Plan 
(Letter) 



g 



as 

required 



13& 



Planning 



Planning 



Planning 



Planning 



anning 
Planning 



.ERIC 



AREA: jaXUramODATION SUPPLY 



COWNENT: SITE purchase 



• DETAILED PRQCEDiiRE 
ANALYSIS 




100 
100 



Prepare site purchase 
Res'n (Greeniaus) 



Approval of Site Purchase 
(Board) 



Comission site appraisal 



Prepare Instructions to 
Lawyer 

Prepare 0MB application 
(Chief Accountant 



0MB Approval to Purchase 



Site Purchase Agreement 



Appr'd Capital Alloc- 
ation (site $) 

Project Proposal 



Site purchase 
resolution 



-er|c- 



Approved site purchase 
resolution 

Approved site purchase 
resolution 

Approved Site Purchase 
resolution 



Application to 0MB 



SOURCE 

Greeniaus 

Ministry 
of 

Educatior 
Design S 
Const. 

Planning 



Planning 



Site Purchase Resolution 



finance 



Approved site Purchase 
resolution 

Site Appraisal 



Legal Documentation 



Request for $ 

0MB Application to approve 
site purchase 

0MB Approval to purchase 
site 



PARTICIPANTS/ 
LOCATION 

Planning 
Planning 

Planning 



Board 



Planning 
Appraiser 

Lawyer 



Lawyer 
Finance 



0MB 



Af^W: .1.1.2.1 ACCOMMODATION SUPPLY 

OBJECTIVES: 1. 



^^^W: SIIE PURCHASE (Conh'd) 



P_ETAILED PROCEDURE 
ANALYSIS 




Arrange Teinp. Financing 



Purchase Site 



id 



er|c 



Request for $ 
0MB Approval to Purchase 
site 

I-egal Documentation 
Bank Loan 



Finance 



JSCRIPTION 
Bank Loan 



Deed to Site 



1 Jo 



Finance 



Lawyer 



OBJECTIVES: U 



ANALYSIS 




Project Enrolment 
(Planning) 



Estimate Cap 
Costs, Establish Priorities 



Projected Yields from 
new development 
Current Birth Rates 

School Projections 

Current 3-year Projection! 
Available Facilities ' 

Current Enrolment 
(Separate) 

Current Enrolment 
(Public) 



Prepare Interim Cap. 
Program (p s b Coirjnittee) 



3 



-er|c 



Facility Needs 

Site Purchase Agreements 
Grant Regulations 
(const. 5, F/E $) 



Preliminary Cap. Program 
Current Enrolments 

(Public) 
Enrolment Projections 
Ust of Approved Arch. 



Greeniaui) 



Regional 
Ass. Off 
Prin. ■ 

Planning 



Separate 
Sch. Bd 

Princ, 



3-Year Enrolment 
Projection 



Planning 

Ministry 
of 

Educatio 



0 s C 



Facility Needs Cost Estimate 
Facility Needs Priority 
Ranked 

5-Year Cap Space Forecast 
Interim Cap. Program 



Twice 



Monthly 



July- 
Sept. 



Planning 



Supt. of Famil 
Planning 



Planning 

Planning 
Planning 



12 



r, 

V 

V 



AREA: J^Uaccomhodation supply 



OBJECTIVES: 1. 



^^f^^E^T: ESTABLISH CAPITAL PROGRAM fm.f M) 



PILED PROCEDURE 
ANALYSIS 




STEP 

NO 



5 



DESCRIPTION 



Approval: Interim cap. 
program (Board) 

Prepare Capital Program 
(Planning fi Bldg. coram.) 



Approval of Cap. Program 
(Board) 

Approval of Cap. Program 
(Ministry) 

repare 



Project Briefs (supt.- 
Famiiies) 



I3j 



er|c 




Interim Cap. Program 



Preliminary Cap. Prog. 
Interim Cap, Program 
Current Enrolments 

(Public) 
List of Approved Arch. 

Proposed Cap. Program 
Board Revisions 

Approved Cap. Program 
(Board) 

Approved Interim Cap. 
Program 

Approved Cap. Program 
General Specs.: 
EdiiCational 



Board 



Board 



Board 



.OUTPUT INFORMATION 



Approved Interim Cap. Progranj 



Proposed Cap. Program 



Approved Cap. Program 



Approved Site Allocation 
Approved Bldg. Allocation 



Project Briefs 



TIMING' 



PARTICIPANTS/ 
LOCATION 



Ministry of 
Education 



Planning 



1 



^^^mmmu »NENT: project proposal 



■ DETAILED PROCEDURE 
ANALYSIS 




J^repare coop Needs 
(Planning) 



Prepare Building Proposal 
(Design and const.) 



erJc 



Prepare project Proposal 
(I^lanning) 

Project Proposal Approval 
(Jlinistry)' 

Establish Prov. Acct. 
(Finance) 

Coiwission site Survey 
(DsC) 



Cap. Program 
(Interim or Final) 
Project Brief 
Needs Analysis 
Current Enrolment (Pub. 
Current Enrolment (Sep. 
Enrolment Projections 
Population Age Distri. 

Capital Program 
(Interim or Final) 
Project Brief 
Site Detail 
Con'l Specs: Educ. 
Capital Grands Plan 

Coop, Needs Study 
Building Proposal 

Project Proposal 



Approved Proj. Proposal 



Site Detail 



Munic. 



Ministry 



Planning 



D s C 



Cooperative Needs Study 
(Form) 



Building Proposal (Form) 
Site Detail 
Utility Requirements 
Building Detail and 
Notification 



Project Proposal . 



Approved Project Proposal 



Project Acct. 



Site Survey 



PARTICIPANTS 
LOCATIOW 



Planning 



M2 



Surveyor 



AREA: 4.1.4 ACCOmTIQN SUPPLY 



COMPONENI: JROJECT proposal (Cont'd) 



PILED PROCEDURE 
ANALYSIS 




Establish Site Development 
Requirements (D s C) 

Instruct Architect 



Site Survey 
Building Proposal 

General Instructions 

to Architect 
Site Development 

Requirements 
Site Survey 
Site Detail 
Project Brief 
Name of Architect 
Unit Cost Guidelines 
Required Date of 

Occupancy 
Project Sufenisor 



DSC 



Planning 

Planning 
DSC 



JiPUT \m m\ 

JSCRIPTlOlj_ 

Site Development Requirements 
(To Architect) 

Confirmation of Commission 
Instructions to Architect 
Project Brief 



PARTICIPANTS/ 
LOCATIO N 

Surveyor 



J.l.SACCOlQDflTTO M SUPPLY 

OBJECTIVES: !, 



COMPONENT: DESIGN I - SKETCH PIANS 



PILED PROCEDURE 
ANALVSIS 



it 



Approve Arch./Eng. 
Consultants (D s C) 

Prepare Sketch Plans 



Sketch Plan 

Approval 

(1) P & B Com 

(2) Board 

Update Needs Study 
(Planning) 



Prepare Ministry 
Submission 



L 



List of Proposed Arch./ 
Eng. Consultants 

Approved Consultants 
Various buildings 

standards (const,, 

health, etc.) 

Consultation-Bd. Staff 

Consultation-Pks./Rec. 
Library Board 

Sketch Plans 



Approved Sketch Plans 
Current Enrolments 
Coop Needs Report 

Approved Sketch Plans 
Enrolment Prjection 
Capital Grants Plan 
Reference Const. Costs 



Various 
agencies 

Board 
Pks/Rec, 
Lib. Bd, 



Approved list of arch./eng. 
consultants 



Approved Sketch Plans 



DSC 



Enrolment Projection for 
new school 



Sketch Plan Submission 

1- Sketch Plans 

2- Projections 

3- Cost estimates 




PARTlCIPilfjTS 

mi 

D & C 



Architect 



Bd.-Arch, 
Architect 



Board 



Planning 

1% 



ARW: 4.1.6 AccomATTOM supply 



DETAILED PROCEDURE 
Af^ALYSIS 



COMPONENT: DESIGN ii ■ working drawings 




Prepare Working Drawings 
Constr. Specs. (Architect) 



Approval - Working Drawings 
Constr. Specs. (Board) 



Update Needs Study 
(Planning) 



Prepare Ministry Submission 



Approved Sketch Plans 
(Board and/or Ministry) 
Fire Marshalls Require- 
ments 

Recoiraiendation-other 
agencies 



Working Drawings/Specs 
Approvals-other 
Agencies 

Notification of 

approval of working/ 

drawings 
Coop Needs Study 
Current Enrolments 

Approved Drawings/Specs 
Enrolment Projection 



D s C 



Fire 

OWR 
Health 
Environ. 



Working Drawings/const, specs 
Approvals-other Agencies 
Approvals-Fire Marshalls 
Notification Required 
Fire Revisions 



Board 



Approved Drawings/Specs, 



Enrolment Projection 



Working Drawings Submission 
(to Ministry) 



Architect 



i'}8 



ERIC 



AREA: 4.1.7 ACCOHMQPATTnM cu ppj^ 
OBJECTIVES; 



DETAILED^PROCE PURE 
ANALYSIS 



2. 

3. 



STEP 

WO 



1 



DESCRIPTION 



Call Tenders (D s c) 



Analyse Bids (D £ C) 
Board Approval of Contract 

Final Update Needs 
(Planning) 



Prepare Mnistry 
Submission (D s C) 

Ministry Approval 
(Ministry) 




INPUT \mmm 

DESCRIPTION 



ISOURCE 



Approved Drawings/Specs 
Standard Tender forms/ 
Procedures 

Tendered Bids 
Recominendations 

Approved Contract 
Coop Needs Study 
Current Enrolments 

Approved Contract 
Enrolment Projection 

Pinal Project Submission 



I Ministry 
' D fi C 



I Contract 



D S C 



■j 



OUTPUT INFORMATION 



DESCRIPTION 



Tendered Bids 



Recomend Contractor 
Approved Contract 
Enrolment Projection 



Final Project Submission 



Approval of Project 



TIMING 



PMICIPANTS/ 
LOCATION 



D & C 
Contracts 



D &c 



D S C 



D (5 C 



OVERVIEW 



MANAGEMENT AREA: _5.1 mm operations m mmmmny 




Operations 



Budget 

Supervisor of Maintenance & 
Operations 

Area Supervisors of 
Maintenance s Operations 

Caretaking Staff 



Ensuring cleanliness 
and efficient operations 
of Physical Plant and 
Grounds 



151 



ERIC 



i 



52 



OVERVIEW 



MANAGEMENT AREA: 1.2 piant operations and maintonce 



STEP 
NO. 



DESCRIPTION 



Central Cap/Current 
Projects 




INPUT 



Budget 



Principals and Field Super- 
intendents 

Maintenance Dept. 



OUTPUT 



PARTICIPANTS/ 
LOCATION 



Various capital iinproveraents 
to Buildings & Grounds 



I 



AREA; 5.1J PLANT OPERATIONS 



OBJECTIVES:' I. 
2. 
3, 



mmh jmmm^ mmEm budget request 



PILED PROCEDURE 
ANALVSIS 




155 



Determine salary cost of 
present personnel 

Determine future personnel 
rquirements and salary 
costs 

Determine supply require- 
ments for future 
facilities 

Determine supply require- 
ments for future 
facilities 

Determine equipment to 
be replaced 



Determine new equipment 
needed 



Determine cost of sundry 
smaller budgets 

Determine committed cost 
of contractual services 



Payroll print-out 



List of new facilities 
Date of completion 

Monthly budget print-out 



QiiTPUT mmim 



List of new facilities 


] New 


Date of completion 


1 Design 




1 & Const, 


Suney report on 


j Area 


existing equipment 


j Super- 




1 visors 


Survey report on 


1 Area 


existing equipment 


1 Super- 




1 visors 


Monthly budget print-out 


1 Computer 




1 Service 


Department Records 


1 Sec. 



ERIC 



Payroll 



New 
Design 
S Const. 

Computer 
Service 



DESCRIPTION 



Total committed salary cost 



List of. new personnel required 
and salary cost 

Total committed supply cost 
and inflation factor 

Total supply cost for future 
growth, including inflation 

Total cost of replacement 
equipment 



Total cost of new equipment 
needed 



Total comitted cost plus 
inflation 

Totcl committee cost plus 
inflation 



TIMING 
Oct. 31 



Oct. 31 



Oct. 31 



Oct. 31 



Oct. 31 



Oct. 31 



Oct. 31 
Oct. 31 



PARTICIPANTS/ 
LOCATION 

Supervisor 
(Maintenance 
fi Operations) 

Supervisor 
(MSG) 

Supervisor 
(M&O) 



Supervisor 
(MSG). 



Supervisor 
(Mso) 



Supervisor 
(MS 0) |g 

Supervisor 
(M&O) 

Supervisor 
(M&O) 



AREA: JiiMLS!!^^ COTONT: preparation of department 



DETAILED PROCEDURE 
ANALYSIS 




10 



Determine contractual 
services required for 
growth 

Prepare detailed budget 
forecast 



List of new facilities 
Date of completion 



All input previously 
listed 



New 
Design 
& Const 

Dept. 
Records 



Total cost of future 
contractual services 



Total budget forecast 



Oct. 31 



Oct. 31 



Supervisor 
(M&O) 



Supervisor 
(MSO) 



er|c 



OVERVIEW 



MMENT AREA: J.2 n opemms m u,^m...^ 



MAINTENANCE 



STEP 
NO. 




DESCRIPTION 



Maintenance of all Physical 
Plan and grounds 



153 



ERIC 



Supervisor of Haintenar.e s 
Operations 

Teaching Staff 

Caretaking Staff 

Asst. Supervisor Maintenance 
(Planned Maintenance) 

Maintenance Budget 



PARTICIPANTS/ 
LOCATION 



Preservation of Capital 
Assets 



OVERVIEW 



MANAGEMENT AREA: 



.j.2 MAINTENANCE 



STEP 

NO. 
5.2.1 



DESCRIPTION 



Project Request 



5.2.2 



5.2.3 



5.2.4 



5.2.5 



m 



5.2./ 



Project Investigation 



Project Authorization 
(optional) 



Design, Contract 



Project Schedule 



Carry Out Works 



Budget Preparation 



ERIC 



INPUT 

1. Breakdown Notification 

2. Cap^Current (Family) Request 

3. Maintenance Programs 

(a) Programed Maintenance 

(b) Cap-Current (Cent) 

4. Capital Programs Sub-Contracts 

Project File (P.F.) 



Request for Authorization 



OUTPUT 



Project File 



Project Authorization (from P.F.) 



1. Specs/drawings 

2, Contract award (s) (from P.F.) 



1. Specs/drawings 

2. Work Order 

3. Work Schedule (P.F.) 



1. Project Authorization 

OR 

2. Request for Authorization 

OR 

3. Item for next year's 
Budget Consideration 

1. Project Authorization 

OS 

2. Item for next year's 
Budget Consideration 

1. Project Specs/drawings 

2. Award of Contract (s) 
(where appropriate) 

1. Work Order 

2, Work Schedule (P.F.) 

1. Signed-off Work Order 

2. Authorize final payments 

3. Closed-out Project File 

Maintenance Programs, Budgets 



PARTICIPANTS/ 
LOCATION 

Supenisor of 

Maintenance 

Engineering 



Supervisor of 

Maintenance 

Engineering 



Originator of 
Project Request 



Maintenance 
Engineering Dept. 



Purchasing Dept. 
Maintenance 
Engineering j crj 

Maintenance 
Engineering 



-.. 5.2.7 PLANT MaTHm|?^n^p 

OBJECTIVES:- 1. 



COfWNENT: jmggoN of departoewt budget requests 



DETAILED PROCEDURE 

"""ANArysiT^ 




.Ot> 



7 



Determine salary cost of 
present personnel 

Determine future personnel 
requirements and salary 
costs 

Determine supply require- 
ments for future 
facilities 

Determine supply require- 
ments for future 
facilities 

Determine equipment to 
be replaced 



Determine new equipment 
needed 



Determine cost of sundry 
smaller budgets 

Determine committed cost 
of contractual services 



Payroll print-out 



ERIC 



List of new facilities 


1 New 


Date of completion 


1 Design 




1 S Const, 


Monthly budget print-out 


1 M,S.K. 


List of new facilities 


1 New 


Date of completion 


1 Design 




' s Const. 


Suney report on 


Area 


existing equipment 


Super- 




visors 


Survey report on 


Area 


existing equipment j 


Super- 




visors 


Monthly budget print-out i 


H.S,K. 


Department Records ! 


Sec. 



.DESCRIPTION 
Total comnitted salary cost 

List of new personnel 
required and salary cost 

Total committed supply cost 
and inflation factor 

Total supply cost for future 
growth, including inflation 

Total cost of replacement 
equipment 



Total cost of new equipment 
needed 



Total committed cost plus 
inflation 

Total committed cost plus 
inflation 



TIMING 
Oct. 31 

Oct.' 31 

Oct. 31 

Oct. 31 

Oct. 31 

Oct, 31 

Oct. 31 
Oct. 31 



Supervisor 
(Maintenance 
S Operations) 
Supervisor 
(M fi 0) 



Supervisor 
(M & 0) 



Supervisor 
(M s 0) 



Supervisor 

(M & 0) 



Supervisor 
(Jl & 0) 

Supervisor 
(Mso) 

Supervisor 
(M s 0) 



AREA: _5,2.7 PLANT MAINTENANCE (Cont'd) 



COMPONENT: preparation of department BonnRT requests 



MTAIIED PROCEDURE 
ANALYSIS 



STEP 




10 



i)eterEiine contractual 
services required for 
growth 

Prepare detailed budget 
forecast 



ERIC 



ISCRIPTION ! SOURCE 




List of new facilities 
Date of completion 



All input previously 
listed 



New 
Design 
S Const. 

Dept. 
Records 



JTPlOTOViTlON 
DESCRIPTION 



Total cost of future 
contractual services 



Total budget forecast 



Oct, 31 



Oct, 31 



PARTICIPANTS/ 
..LOCATION 



Supervisor 
(M s 0) 



Supervisor 
(M S'O) 



m 



MANAGEMENT AREA: 6.1 mNSPORTATiOK 



OVERVIEW 



STEP 



OESCRIPTiON 



Prepare invitation to tender 
school and disseminate 
instructions, etc. 




INPUT 



Prepare list of pupils 
eligible for transportation 
Plot pupils 

Design Routes 

Determine number of buses 
Analysis of Tenders 



Tenders 

Transportation Contracts 
Awarded (promised) 

Bus Routes Designated 

Adjustments of bus routes 
extra buses) 



.ERIC 



1. School boundaries 

2. Transportation Policy 

- regular students 

- special 

- winter bus (additional) 

- Home EC. & Ind. Arts 
-kindergarten 

- summer school 

School O.S.R. 

List of pupils eligible for 
transportation 

Plotted pupils 

Bus loading factors ■ 

Designed routes 

Number of Buses 
Submitted tenders 
List of Contractors 

Submitted bus tenders 

(Board accepts/rejects) 

Recommended Tenders 

Awarded Transportation Contracts 
Additional student enrollment 



OUTPUT 



1. Procedures for schools 

- forms 

- instruction 



List of pupils eligible 
for transportation 

Plotted pupils (map) 



Designed routes 



Estimate buses by route 

Transportation tender spec. 
Recommended tenders 



Recommendations 

Contracts Awarded (promised) 

Distribution of Bus Routes 
Distribution of Bus Routes 



PARTICIPANTS/ 
LOCATION 



Business Officers 



School 



Business Officers 



Business Officers 



Business Offices 

South Business 
Officer and 
Admin. Council 

Business Officers 



Board 



m 



Business Officers 
Business Officers 



AREA: i.l.l MMSPORmTfiii 



®ECTIVES:- I. jeMMtion of sM>n,. vu.,..^^.. 
2t 



COMPONENT: .__REgular Busir, 
for Busing 



DETAILED PROCEDURE 

mis 



1 
1.1 

1.2 

1.3' 





1.4 



1.5 



1.5 



STUDENT ELIGIBILITY 



Map changes in school 
boundaries (if any) 

Establish 2-inile limit for 
each school (on map) 

Compile lists (by school) 
of streets eligible for 
transportation 

Update Transportation 
Policy instructions to 
schools (if any) 

Prepare request for Home 
EC. & ind. Arts schedule 



School Boundary changes 



Updated schools map 



Mapped 2-mile limit 



Plot students on road 



map 



ERIC 



Changes in transportation 
policy 



ist of schools with H.E. 
s Ind. Arts Facilities, 
^■hanges in policy 

Completed school lists 
(or maps) of students 
eligible for transport- 
ation 
grouped either (by 
street preferrably) 
of alphabetically 



Board 
Minutes 



As above 



Files, 

Board 

Minutes 

School 
Princi- 
pals 



Updated school and road 
network map 

Mapped 2-mile limit 



List of streets eligible for 
regular transportation, 
(by school) 

School Transportation policies 
fcjrms (1), instructions to 
schools 

Request for Home Ec. & ind. 
Arts S.ept. schedule ■ 



Maps showing distribution 
of students eligible for 
transportation 



Anytime 
in year 



Jan-Mar, 



Mid-Apr. 



PARTICIPANTS/ 
LOCATION 



Distribute 
to 

School 
Principals 



170 



DETAILED PROCEDURE 



AREA: 6.1.2 TRANSPORTATION 



COMPONENT: REGUUR BUSING 



ANALYSIS 



OBJECTIVES:' 1. Route Design 

2. "" 

3. ■ 



COMPLETED BY 



STEP 
NO. 



DESCRIPTION 



Design bus routes 

(1) Secondary 

(2) Elementary 
Optimize bus usage 
dctemune nuniber of buses 
required 



17 



Compile Master Routes, 
Allocate Bus Privilege 
Cards 

Allocate Transit Tickets 
(Secondary) 

Adjustment of Routes 
(because of increased 
quantity transients or 
immigration) 
" add new routes if 
required 

- inform operators 

- distribute extra Bus 
Privilege Cards 



ERIC 



INPUT INFORMATION 



description' 




a) Plots of eligible 


I Above 


students 




b) Current routes 




c) Route timing 




information 


1 Files 


(experience usually) 


d) Bus loading factors 




e) Transit timetables, 




maps 




fi) Output of 2.1 


lAbove 


b) Provisional 


♦Tenders 


designated routes 


1 file 


S operations 





Master Routes 



Excess students on 
buses 



Driver 
survey 



OUTPUT \mm\m 



Initial Design of Routes 
■ route maps 

- number of buses required 
" number of students per 
bus 



Master Routes 

Bus privilege cards 

Transit tickets & letters 



Adi'jsted Master Routes 



Information re new routes 



End of 
July 



End of 
August 



Sept. 



End of 
Sept. 



participants/ 
location 



To school 
Principals 



Designated 
Operators 



1 



AREA: 6.1.3 TRANSFORATION 



COMPONENT: ^ REGULAR busing 



DETAILED PROCEDURE 
ANALYSIS 



iransportation Contract Mp anf^.H.^. 

I 
3. 




NO, 



DESCRIPTION 



Prepare invitation to 
tender for bus contracts 



Analysis of Tenders 



Contracts Awarded fi Bus 
Routes Designated 



Adjust Accounting on 
Contracts (after route 
modifications) 

Contracts Finalized 



ERIC"-- 



INPUT INFORMATION 



DESCRIPTION 



List of bus operators 
Previous years' 
conditions of tendering 

Operators' Tonders 
Current contracts 
Records of Operators' 

previous service and 

performance 

Recoiimended and approved 
tenders 



) Files 
) 

Operators 
Files 



Provisional contracts 
and adjustnients 



SOURCE' 



Board 
Decision 



.OUTPUT INFORMATION 



DESCRIPTION 



Conditions of tendering 
Application forms 



Recommended Tenders 
(Operators fi number of buses) 



Files 



Notification of accepted 
tenders and provisional 
routes designated 



Final Contracts 



TIMING 



Early 
March 



Early 
April 



End of 
April 



End of 
Sept. 

End of 
Sept. 



PARTICIPANTS/ 
LOCATION 



Advertise & 
to current 
bus operators 



Tendering to 
Operators 



17-i 



To bus 
operators 



AREA: . 6.1.4 TRMspnRTOTTnM 

Q^^C^IVES: l. _Transportation budo pf 
3! 



COroi; ^ REGULAR BUSING 



PILED PROCEDURE 
ANALYSIS 





DESCRIPTIOM 



Total Expenditures 
Estimated and Compared 
with Projected 



Project next year's 
budget requirements 



ERiC 



Projected Transportation 
Ejcpenditures (last year) 



Estimate of percentage 
increase in operation 
prices 



Files 



above 



OUTPUT INFORMATinM 



Estimate of percentage 
increase in operation 
prices 



Budget request for next year 



Mid-Oct 



PARTICIPANTS/ 
LOCATION 



1 



AREA: 6.2 transportatioh 



COMPONENT; SPECIAL STUDENTS 



DETAILED PROCEDURE 
ANALYSIS 



OBJECTIVES: 1. 



•1 

i 





Request special student 
information im 
special services 

Plot all special students 



Design new routes, and/or 
adjust regular routes 
(rural) 

Draw up drivers' schedules 
and student lists 



Write to all special 
students giving their 
instructions for 
transportation 



ERIC 



Special class student 
forms (5), names, 
addresses, birthdates, 
home, school 

Current map 

Current Master routes 
(regular transportation) 
Route maps 

Operators' contracts 
Route maps and schedules 



Special student, names, 
addresses, routes 



special 
services 
iresources 
personnel 

Files 
Files 



OUTPUT INFORMATION 



DESCRIPTION 



Plotted special students 



Route maps and schedules 



Files 



step 
above 



Drivers lists of special 
students, ie. names, 
addresses, school,of each 

Individual instructions 
to special student 
" route 

- timing 

- operator 

- bus number 

" telephone numbers 



TIMING 



April 



July 



July- 
Aug. 



f^id 
Aug. 



PARTICIPANTS, 

LOCATION 



To each drivei 
on special 
route 



178 



Dm I LED PBOCEOURE 




Update special student 
lists in accordance with 
responses to individual 
letters (previous step) 

- Cross untraced/moved 
students off respective 
bus lists 

- make enquiries of 
special services to 
trace such students 

- inform operators of 
changes 



Correspondence 
re: changes of address, 
deceased, etc. 
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Parents, 
neigh- 
bours, 
etc. ' 
Special 
Services 



Updated Special Student 



Enquiries to Special Services 



Notification of change to 
bus operator 



PARTICIPANTS/ 
LOCATIOf^ 



all year 
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ERIC 



Ji LJMNSPORTATTnw 



COMPONENT: KINDERGARTEN 



• DETAIIED PROCEOURj 
ANALYSIS 



OBJECTIVES; 1. 




Plot morning shift 
Kindergarten students 
(with the regular students) 



Regular Route design 
(see Regular Busing 2.1) 

Design take-home routes 
for morning shift, and 
afternoon collection and 
take home routes (if any) 

Compile Kindergarten 
students list (or map) 
for bus drivers 



:3i 



Kindergarten Registra- 
tions 

- names 

* addresses (or map) 

- shift 



Morning take-home schedules 
and afternoon pick-up and 
take-home schedules 



Names, addresses (or map) of 
ail kindergarten students on 
his route 



April 



To each 
driver 
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AREA: _ 6,4 transportation 



COMPONENT: winter bus scheduling 



PETAIIED PROCEDURE 
ANALYSIS 




Establish 1-2 niile limit 
for each school 

Compile list of streets 
eligible for winter bus 
transportation 



3 ' Plot eligible students 
on road jiap 



Design additional routes 
or make modifications 
tf: regular 




Current map with 
boundaries 

Output of step 1. 



Inform contractors a,id 
allocate bus privilege 
cards to schools 

153 



Lists (or maps) of 
eligible student names, 
addresses 

Master routes or Bus 
Maps (3) 

Current bus contracts 
awarded 

New routes, etc. 



School 
■Principal 



Files 



Files 



OUTPUT wm mm 

DESCRIPTION 



Map with 1-2 mile limit 
plotted 

List of streets eligible for 
winter bus transportation 
(plus instructions, forms) 

Plot of eligible students 



Step 4 
above 



New routes and timing 

- number of buses required 

- number of taxis 



Winter bus routes, time and 
instructions 



After 
Sept. 



End of 
Oct. 



End of 
Oct. 



PARTICIPANTS/ 
LOCATION 



To each 
school with 
(K-3) 



To school 
principals S 
bus and taxi 
operators 
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AREA: 6.5 TRANSPORTATION 



COMPONENT: jom economics S MCTk-^t. arts 



DETAILED PROCEDURE 
ANALYSIS 




STEP 
NO. 



DESCRIPTION 



Allocate Home Economics S 
Industrial Arts runs to 
Operators - i.e., lowest 
bids 



INPUT INFQRI^ATION 
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Home Economics s Principal 
Industrial Arts Program lin Home 
Schedule facility 



■OUTPUT INFO RMATIOM 



PARTICIPANTS 
LOCATION 



Operator's Tenders for 
prices tendered 



School 



Home Economics £ Industrial 
Arts bus routes and timing 



April 



m 



ERIC 



PETAIIFD TOEDURE 
MIS 

COMPONENT; MIHISTRV Mts 



INPUT INFOPJ^ATION 



DESCRIPTION 



ME 301's - Principals 
Report on Transportation 
of Pupils 



Corrected ME 301' s 



SOURCE 



.QiiTPUT INFGRI^TlflM 



School 
Principal 



Corrected ME 301' 



Step 2 
Above 



ME 302 - Board Transportation 
Suimary 



TIMING 



PARTICIPANTS 
LOCATION 



3y Oct. 3] 



To Ministry 
of Education 
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OVERVIEW 




7.1.1 



7.1.2 



7.1.3 



7.1.4 



RECRtJITMENT 
(Hbn-teaching staff) 

SALARY ADMINISTRATION 

- Job Evaluation 

- Salary Surveys 

- Interpretation of Salary 
Schedules 

EMPLOYEE BENEFITS 



NEGOTIATIONS 



7.1.5 COLLECTIVE AGREEMENTS 



7.1.6 
7.1.7 

7.1.8 



TRAINING AND DEVELOPMENT 
COMMUNICATIONS m COUNSELLING 



PERSONNEL RECORDS 



1. Department St?if Requisition 

2. Candidate? 

3. Selectior, 

Intenieiw Evaluation 
Survey Contribution. 
Teacher's Documentatic ; 



1. New Employee 

2. Insurance Claim, Workmen's 
Compensation Claim 

3. Terminating/Retiring Employee 



1. Contract Termination 

2. Staff Bargaining 

Grievance 

Need and Selection of Candidates 

1. Employee Question 

2. Change in Legislation or 
Board Policy 

3. Employee 

New Employee, 
Terminating Qnployee 



1. Advertise/Internal Posting 

2. Interviews 

3. Staff 

Job Description ."I'lary 
Classification 

Survey Output 
Teacher's Salary 

1. Benefits Documentation- 
Group Insurance, Pension, 
OHIP 

2. Benefit (if acceptable) 

3. Necessary Documentation 
Pension Cheque 

1. Statistical Data, Advice 

2. Contract 

Grievance Hearing 
Training Seminar/Course 

1. Answer 

2. Information of Change 

3. Counselling 
Employee Records + Files 



PARTICIPANTS,' 
LOCATION 



Superintendents 



Evaluation 
Committee 



Salary Committee 



ERIC 



OVERVIEW 



'^"^^ PERSONNEL mm,m..... ..r..„ 




Board Policy - Generate Global 
Figures for staffing for 
elem., sec, voc, schools 



Calculate the distribution of 
staff for elementary and ■ 
secondary schools 



Estimate of staff mobility 
(Personnel transfers, 
resignations, retirements) 



Principal determines staff 
needs 
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Hiring 



■ Student enrolment projections: 
elementary and secondary by 
school 

■ formula (board policy) 

- global figures of staff needs 

- secondary school distribution 
formula 

" elementary school distribution 
formula 

Requests for transfer 

- personal 

- administrative 

- leave of absence 

- notices for resignation, 
termination, retirement 

- estimates of above 
" promotion 

■ estimated staff movements 

- expected enrollments 

~ school 

- planning department 

- distribution of staff by 
secondary school 

- distribution of staff by 
family for elementary school 

" Ad to newspaper 

- internal postings 
• applications 



Global figures of staff needs 



-Distribution of staff by 

secondary school 
-Distribution of staff by 

family for elementary 

school 

-Placements of transfers 
-Estimated Staff movements 



Staff needs 



hiring of staff 
- placement 



PARTICIPANTS/ 
LOCATION 



Staff Allocation 
Committee 



Staff Allocation 
Committee (S.A.C.) 



Field/CBO 



Principals/Field 



m 



Principals/Field/ 
CBO 



ERIC 



MANAGEMENT ARE/, . 8.1 staff developmem"' 




8.1.1 i Liaiscr. ith Teacher Training 
' Institu: .ons 



INPUT 



8.1.2 



3oard • •. nsored Ministry of 
-ducati courses 



8.1.3 : Jredi: :. . Non-Credit Board 
-ourses . 

'a) Nev ;achers 



(c) Led,.:_: 



: 0') 



he. 3- 



:hing Arrangement 



Teachers 
Principals 
Super: ;itendents 
■Progrij Dept, 



Keg; 



^upt. Ct rr_culuj>i 



Ide : 
ref:- 
Hea 



3 ting 



Recc:.]:..\.ic ^: -.es ^ 
Deve.Gps-,. : sys-am c: 
Ide .ic..:::on 
- '..L.::- . ""r don Forr 
" ^^lu.-Miion Forr 



<^T"OT^ 



Package 



^cognized .nir.ry course 
sacher Cer-:ficate in area 
of Stud^ 



OrieniE 
6' 'eni" 
Re: 



Pre 



•jii : .-':::age and 

-IK .ops 

r resources 

culum 

^rvices 

: :::tten 



Led.irship :i"°]opnient 

Seminar. 
Role Developrii-::: Programs 
Leadership Idev::fication 

Inventory 
Assessiront of -.idership 

Candida:es 



C7ER'/IEh 



PARTICIPAN'S/ 
LOCATiev 



Teacher Eacation 
Offi:er 

Teachers Fr,c:rain. 
Depci-tment 
E::t£::nal Ei^^ertise 
Minirtry of 



?.D. Counc:.;. 



Coordinator: 
Consultart? 
Teacher B:.::atior. 

Ofric-:, 

Tec r.er I v-ation 

Cif.'.cer 
Exi; : .ng I lads 
Fouei Heccs 

1 r i 

Teach: :3 K"'? 
Sup: -caciiic 

Boar-' 



^- 'AG;' :NT ,^REA: 5.1 staff 



:tSL?JPTlON 



OVERVIEW 



IT S REIATIQNS - DEVELOPMENT (Cont'd) 



e.i.: 



d) Substitn-a Teachers 




(e) Parent VcZunteers 



8.1.4 



8.1.3s 
8.1.0 



3.1.: 



In-service and Workshops 



Cavelopment ci Local Program 
(Supplemental of study 
Coitmittees) 



Liaison with Community 
Industry 



8.1.8 

I3e 



8.1.9 



Liaison vidi Teachers' 
Federaticis 



Pwfessional Activity Days 



-erJc 



Advertisement of Positions 

Signing of Contract 

Issuance of Temporary I.e. Card 

Parent In-service 
Principal In-service 
Teacher In-service 

Request of school (s) new program 
Professional Activities 



.^^equsstof: Teacher (s) 

Grade Division 

School 

Fairdly 

Meeting with school, coinercial 
and industrial representatives 



Requests from Mete of P.A. 
Council 



Board 

Teach^;,>: 
Fedf:rati';ir 
Pri-jraiti Dftpartuant 



In-service Programs 
Permanent I.e. Card 



Guidelines 



Workshops 
Related Materials 
Ongoing Assistance 

In-service 
Materials 



Work experience Programs 



Coordination of Professional 
Activity Days on Regional 
Basis 



Professional Activities 



Teacher Education 

Officer 
Supt. of Schools 

(Program) 

Volunteers in 

schools 
CoMittee 

Supt. (Program) 
Coordinators 
Resource Teachers 

Program Dept. 
Teachers outside 
Expertise 



Individual School 
Technical & Coram. 

Directors 
Businessmen I On 
P.D, Couiicir ^ 

P.D. Council 
O.S.S.T.F 

Education Assn. 
Sheridan College 
Liaison Committee | 



mm: 



,;;^-:-IONS! REIATICas 



£.2.1 




3-2,2 I Appointment of Adm: -^r- 
and Supervisor- Per: el 



~ 4 

-ii; Procedures 4, 5, _1 



8.2.3 



Appointment of PrincicCs, 
V.P., Coordinators, Cc .Hult- 
ants and Related Posi-. ::ns 



8.2.4 I Courses, Conventions, 
Seminars for Staff 



8- 2. 5 Leaves of Absence 

■[)7 I ji) Educational Impro^ent 

(ii) Exchange or Loa::. 

(iii) Maternity 



'■oc-ition 
'1 J -aff 4 



^ent: y Participants 



p. 



Application Form 
O.P. 8 
O.P. 8 
O.P. 8 



Hiring 

Pronictior, 

Placaeni 



Schedule? Jirculated 
Programs "rganized 
ParticipLits Identified 
Paciiitiis Arranged 



Staff of 

- Board Offices 

- SchcMls 

" Maintenance Areii 

- Personnel Sept. 
" I-eaming Centres 



I Supervisory office: 
Principals 
Search Committee 
\ Interview Committee 

Candidate 

Interview Committee 

Director 

Board 

All Staff 



Leav-:.. Exchange, Loan or 
Refusal 

Need 'or Replacement 
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Supt. of Academic 
Affairs 

Educational Improve- 
ment Committee 

Supt. Academic 
Affairs 

Board 



OVERVIEW 



"^"-M^T ARE.:.,: MMmmm 



LMIQNS: REIATIQNS (ronHHl 




8.2.7 



Twenty-Five Year Club 



Study of Service Recognition 
c. 39 



B.2.8 



' 8.2.9 



Staff 

(i) Campaigning for Public 34 
Office 

(ii) Election to Public Office d. 34 



8.2.10 



8.2.11 



8.2.11.1 



8.2.11.2 



8.2.11.3 



Conflict of Interest 



Retirement 
Allowance 
Age 



Payment of Employees in 
event of Death 



General Absence 

Sick Leave (Admin, s Non- 
teaching) 

Holiday Allowance 



Temporary Appointments to 
positions of Greaiter 
Responsibility 



Education Act 
Policy 8 



Policy 29 
Policy 28 



O.P. 19 



Policy 25 
Death of Employee 



p. 22, O.P. 8 
p. 32 



p. 19, Arrangements with 
Supervisor 

p. 36, Reg. 1 s 2 



Annual 3i::get 



-Agrov:. 3r Rejection c: 
Lecv 

-Terms .leippointnient 
-Proceh: : t: fill vacancy 

Resol:.:: n 



Reti::;nif:nt 
Boar teproval 
Repi jeifsn: Need 

Payff,.nt to Estate 



Leave Grar^ted 



Holiday 



Appointmen:. 



PARTICIPANTS/ 
LOCATION 



Trustees 

Supervisory Officers 
25 Year Club Menijers 

Teacher 

Employee 

Board 



Supervisory Officers 
Board 



Retiree 
Board 



Admin. Services 
Personnel Dept. 
Board 



Employee 
Doctor 

Employee 
Board 

Candidate 

Supervisor 

Board 
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mm\{\ AREA: _U staff development S REIATIONS; RELATIQMS (cont 



d) 



STEP 
NO. 




8.2.11.4 



8.2.11.5 



8.2.11.6 



DESCRIPTION 



student to Staff Ratio 



Financial Assistance to 
Teachers on Exchange 
Serving in Peel Schools 

Maternity Leave 



p. 35 



p. 17 



0.P.8 



Ratio Established 



Financial Assistance 



Leave 



OVERjflEW 



PARTICIPANTS/ 
LOCATION 



Comittee 
Boaid 

Candidate 
Board 



Teacher 

Supervisor 

Principiil 
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OVERVIEW 



IT AREA: 8.3 staff DEVELOPMENn_R£UTIONS ■ EVALUATION (ACADEMIC) (Cont'd) 




8.3.1.4 



8.3,1.5 



8.3.2 
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(d) Supernumerary Teachers 



(e) Supply Teachers 



Evaluation of Vice-Principals 



Operating Procedures 
Staff - 6 
Staff - 21 



Staff - 3 

Operating Procedures 

Staff - 2 
Seminar Program 



Operating Procedures 
Staff - 21 



Staff " 4 
Staff - 3 



Report of Principal 
' to Teacher 

- to School 

- to Field Office 
Administrative Transfer 

Evaluation by Principal 

Approval as Supply Teacher 
Frequency of Employment 



Report of Principal 

- to Vice-Principal 

- to School Office 

- to Field Office 
Promotion 
Demotion 
Transfer 
Dismissal 

Professional Development 

Involvement in Leadership 
Review Program 

Triennial Review 



PARTICIPANTS/ 
LOCATION 



Principal 
Supt. (Family) 



Principal 

Supt. of Program 
Teacher Education 
Officer 



Principal 
Supt. (Family)' 



Prin./Supt./Board 
Prin./Supt. /Board 
Supt. 

Prin./Supt./Board 
Supt. (Family) 
Supt. (Program) 
Leadership Review 
Personnel ^ „ , 

Supt. (Academic 

Affairs) 
Supt. (Family) 
Supt. of Schools 



OVERI'IEW 




8.3.3 



Evaluation of Principals 



8.3.4 



Evaluation of Superintendents 



8.3.5 



8.3.6 



Evaluation of Lay Assistants 



Evaluation of Resource 
Personnel 



8.3.7 



Evaluation of Volunteers 
in Schools (unpaid) 
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Procedures for Evaluating 
Principals 



Draft Document 



Job Description of Role for 
each individual position 

Performance in conducting 
inservice, workshops, seminars 



Team Evaluation 



Role established by Principal 



Informal Evaluation 



Informal Evaluation 
Coordinators, Consultants, 
RT. 

Resource Teachers (RT) 
Informal Supervision 





PARTICIPANTS/ 




LOCATIOM 

Www) 11 




Supt, (Academic 




Affairs) 




Supt. (Faaiily) 




\ UWU/ 




Trustees 




Director 




Supt. 




Principal 




Supervisors 



Principal 
Supt, (Program) 
Supt, (Family) 



Teacher 
Principal 
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ERIC 



OVERVIEW 



AREAl JJ SCHOOL CURRICULUM (PRQGR.^) - PROGRAM DEVELOPMENT S EVALUATION 





DESCRIPTION 



Assessment of related programs 



Development of Objectives 



Approval of Objectives 



Design of Draft Core Program 



^01 



Existing Programs Survey 
.Existing Curriculum guidelines 
Surveys of - Parents 

- Teachers 

- Supts. 

- C-D.C. 

- Federation 



Ministry Guidelines 
Board Policy 

Curriculum Development Council 
Draft Paper (1) 

Recommended State of 
Objectives (2) 



Approved Objectives (3) 
Available Program Material 
Internal Resources 
External Resources 



Resume of elements of 
existing programs to be 
considered in proposed 
program (CDC Draft Paper) 



Recommended Statement of 
Objectives 



Approved Statement of 
Objectives 



Draft Program (Core) 
Draft Curriculum Guidelines 



P/lRTICIPAr3/ 
LOCATION 



Staff Committee 
Parents 
Teachers 
Supts. 
C.D.C. 
Federation 

(Chairman CDC) 
Chief Psychologist 

Staff Committee 
Supts, 

Supt. (Program) 
Chief Psychologisi 

Curriculum 

Development Com 
(Admin. Council Be 
(where necessary 
but not usual) 



Curriculum Comitt 
Curriculum Asst. 
Coordinator 
External Personnel 

-Ministry 

-OISE 

-Boards 
Supt. of Sch. Proi 



ERIC 



MANAGEMENT AREA: 9.1 SCHOOL curriculum (program) (cont'd) 



STEP 



9.1.3 



DESCRIPTION 



Selection of Evaluation 
Methods (5 at same time or 
after 4) 



Evaluation of proposed core 
program material 



Approval of Program 



Dissemination of Program 



Implementation 



ERIC 



INPUT 



OUTPUT 



Draft Curriculum Guidelines 



Draft Curriculum Guidelines 
Statement of Objectives 
Evaluation and Testing Criteria 



Interim Curriculum Guidelines Approved Guidelines 



Evaluation and Testing 
Criteria (in core program 

or manual) 
(Norm Referencing) 
(Attitude Referencing) 
(Criterion Referencing) 

Curriculum Guidelines 
recommended 



Budget 
Supplies 

In-Service Seminars, Workshops 
Approved Guidelines 



Curriculum Guidelines 
In-service seminars 



Program (Core) 
Implementation 



In-service Strategies 



OVERVIEW 




PARTICIPANTS/ 
LOCATION 



staff Committee 
C.D.C. 

Supt. Curriculum 
Supt. School Progn 



Experts 
-Ministry 
-Other Boards 
-Peel 
-Supt. Curr. 
and Supt. 
-Staff Cttee. 
-C.D.C. 

-Admin. Coyncil 
C.D.C, 

Admin. Council 
Proqram Committee 
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Curriculum Asst. 
Resource Teachers 
Teachers 
Supt. of School 
(Program) 

Supt. of Schools 

(Family) 
Principal 
Teachers 



OVERVIEW 



"^"^^^ '^f'^^' -ALSCHCCL CUMCULOM (PROGRAM) frnnH.l 



STEP 



DESCRIPTION 



Ongoing Evaluation of rograni 



Periodic revision of Program 



INPUT 



21.1 



Questionnaires 
- Parents 
■ - Teachers 

Standardized test results 

Curriculum Guidelines 
Evaluation Reports 



Evaluati 
Recomer. 



IjT 



.rts 



Plans for continuation or 
revision (1) or in-service 



PARTICIPANTS/ 
LOCATION 



Teachers 
Principals 
Resource Teachers 
Research Officer' 

Staff Comittee 
C.D.C. 

Admin. Cour.dl 
-perhaps receiving 

report to program 

committee 



!i2 



OVERVIEW 



•WENT AREA: JUjpecial student services: mm. education 



STEP 



10.1.1 



10,1.2 



10.1.3 



10.1.4 



DESCRIPTION 



Identification of student need 
by concerned parent/teacher/ 
other 



Assessment of Student 



Decision on course of Action 



Placement 



10.1.; 



Prograr, Planning (Physical) 
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ERIC- 



Parent/teacher 
Attendance or psychological 
Outside source 
- medical/aeighbour/relative 

Psychological Services 
Attendance Services 
Special Education 
External Agency 



Parent 

Principal/Teacher 
Psych/Attend/Special Education 

Discussion with parent/ 
parent concern 



Program' Demand, e.g. number of 
students by program need; 
waiting lists 

Staff/facilities/material 
budget demands 



OUTPUT 



Referral by principal 



Statement of the students' 
condition and needs 

Initiate pupil accounting 
process, i.e. reports 
sent to - principal 

- field-file to 
j.:^ychologist 

- CB(. file 

Need for placement in a 
particular special 
education program 

Placement in appropriate 
program at earliest 
possible time 

Waiting list established 
in priority order 

(a) Development of program, 
in: - school; e.g., special 
education teacher, 
aids, suggestions to 
teachers 

- iamily of schools; e.g 
perceptual handicapped 

- multiunit 



PARTICIPANTS/ 
LOCATION 



Field 



Field 



Field/CBO 



Field/CBO 



Field 
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AREAi JQ.I special student services; (a) SPECIAL EDUCATION (Cont'd) 



STEP 
NO. 



10.1.5 



10.1.6 



10.1.7 



10.1.8 



DESCRIPTION 



Program Planning (Physical) 



10.1.9 



lO.l.K 



On-going Evaluation of 
Students in Special Education 
(repeat steps 2 to 6 as 
necessary) 

Monitoring of student 
Progress once out of Special 
Education program 

Staff: - Recruitment 
(local/field) 
- Placement 
(local/field) 

Professional Development 



21,;) 



Budget 



INPUT 



Student Progress 
Students Program 



Student Progress 
Liaison with Boards, Agencies, 
Prof. Groups 

Staff Needs 



Special Ed. staff, principal 
Superintendents, C.B.O. needs 

Need as seen by school, region, 
multiunits 

Cost for sustaining current 

operation 
New Programs 



OUTPUT 



(b) Development of Program 
in: - region; e.g., hard of 
hearing 

- out of region; e.g., 
crippled 

- other agencies, e.g., 
Thistletown, Thinks 

File of Student Evaluation 



Sustaining 
Change of Placement 



Staff Hiring 
Placement of Staff 



Presentation of Program 
- courses, workshops, 
visits, etc. 



Budget Estimates 
Budget Implementation 



OVERVIEW 



PARTICIPMS/ 
LOCATION 



CBO/Coordinator 
of Special Ed. 



Field/CBO 



CBO 



Local/CBO 



Field/CBO 
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Field/CBO 



MANAGEMENT AREA: J[QJ_j_?EaAL STUDENT SERVICES; (a) SPECIAL EDUCATION (Cont'd) 




10.1.11 



19.1.12 



10,1.13 



Curriculum Development 



Material Development 



Comunity Resources 

- Liaison with external groups, 
e.g., other bofirds, agencies, 
professional groups, etc. 



INPUT 



Input from steps 5 and 6 
Student Needs 
Teacher Needs 



Consultant Needs 
Teacher Needs • 
Catalogue material Needs 



Student Assessments and Needs 



17 



OUTPUT 



Program definition 
■ objectives 

- course outline 

- evaluation 

Material Resource Books 
Material Displays 



Use of Community Resources 
e.g. ■ assessment 

■ kids in external 
progra 

- program support 



OVERVIEW' 



PARTICIPANTS/ 
LOCATION 



Field/CBO 



Field/CBO 



Field/CBO 
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OVERVIEW 



WINMTAREA: ..10.2 SPECIAL SERVICES; (b) AmNDANCE 




10.2.1 



10.2.2 



10.2. 3 



10.2. 4 



10.2, 5 



Casework Counselling 



Provincial Court Actions 



Liaison with Home, School 
and Community Agencies 



Early School Leaving Program 



Reporting and Budgeting 
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Special Research Studies 



ERIC 



Existing Casefiles (for 
recurring referrals) 
Specialist Assessments 

- psychiatric 

- medical 
Principal/Teacher formal s 

informal inputs 
Family Environment 
Community Agencies, other Boards 

Daily Reports 

Response to Pre-court Hearing 
Certificate of Attendance 

Special needs, problems of 
referred students 



E.S.L. Application S Proposed 

program 
School Personnel Assessments 

Case Files 

Statistical s Record Book Report 



New legislation, policies, 
programs, etc, 



PARTICIPANTS/ 
LOCATION 



New or updated casefiles 
Assessment of student & 

family situation 
Recommended course of action 
Student progress monitoring 

records 



Court warning letter 
Sumons papers 
Court dispc -.ion 

Referrals by agencies, 
hospitals, clinics, other 
boards of education 

Approval/disapproval of 
application 



A.C.s' monthly caseload 
review 

Statistical s record book 

report 
Annual report to Board 

Estimated Consequences 
Recommended changes in 
Attendance Counselling 
Services s procedures 



Field/CBO 
CEO 

Field 
Field 



CBO/Parents/ 

School 

Field 

CBO/Field Office 
fi Community 
Agencies 

Secretary E.S.L. 
CBO 



Field 
Field 
CBO 
CBO 
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OVERVIEW 



MANAGEMENT AREA: JQ.3 special services: (c) psycholog y department 



DESCRIPTION 



Identification of students 
within each school who require 
special consideration by the 
local school staff 



Identification of students 
within each school who require 
services of resources beyond 
the local school 



^2.1 



Referral of appropriate 
students to Psychology 
Department 



INPUT 



ERIC 



Internal school records for 
previous years 

Current teacher assessments 
and/or standardized tests 

Expression of parental concern 

Reports from comunity personnel 
or agencies - especially 
medical, counselling 

Professional Development work- 
shops relating to child devel- 
opment, learning problems, etc. 
from psych, staff and/or other 
sources 

Student 

As above 

Criteria for each of the 
services for referral 



Directions from Psychology 
Dept. re information to be 
supplied by principal 
(standard forni) 



OUTPUT 



Appropriate class placement 
by principal 

Appropriate programming s 
management by teacher 

Counselling by staff 



Referral to appropriate 
consultative service: 
-Attendance, Special 
Education, Psychology 
and/or 

Referral to appropriate 
community service; 
■Public health, Youth 
Bureau, etc. 

If decision is for referral 
to Psychology Dept., 
parental consent is obtained 

Written referral forwarded 
to the office of the 
Chief Psychologist at CBO 
either directly or 
through the Field Office 



PARTICIPANTS/ 
LOCATION 



Principal, assisted 
by teachers and 
counsellors at 
each school 



Principal, assisted 
by teachers and 
counsellors at 
each school 



2 



90 



Principal at 
each school 



OVERVIEW 



MANAGEMENT AREA: 10.3.1 special SERVICES; (c) PSYCHOLOGY DEPARTMENT (Cont'd) 




Entry of the student's name 
into the CBO index of special 
students or notion of prior 
contact with any Special 
Service and information 
available 

Psycho-educational assessment 
of needs 



Decision regarding appropriate 
psycho-educational recoiranend- 
ations to be niad'j for 
remediation and amelioration 



2 



2b 



ERIC 



CBO index of files in FO for 
special students 



Written data as supplied by 
school with referral Reports of: 
- prior assessments 
Interview with student 
Student's performance on any 

test administered 
Interview with parents, or 

other individuals with 

relevant data 
Chief Psychologist or other 

Psych, staff, or professional 

literature 

Assessment information (see 
above) 

Chief Psychologist; other Psych. 

staff; professional literature; 

other Board consultants 
Directory of Coinmunity Senices 
Consultation with principal, 

teacher, etc-, to explore 

probable alternatives 



CBO index of special 
students 



Consultation with teacher 
and/or principal regarding 
conclusions of psycho- 
educational assessment 



PARTICIPANTS/ 
LOCATION 



Clerical asst. 
at Central Board 
Office of the 
Chief Psychologist 



Written report to principal 
summarizing conclusions of 
assessment & recommendations 
made. Copy of report to OSR 
and student's file identi- 
fied by CBO index. 

Consultation with parents 
and verbal report given 
of assessment and 
recommendations 



Psychology Dept. 
Staff in Field 
Office 



Psychology Dept. 
Staff in Field 
Office 
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OVERVIEW 



MANAGEMENT AREA: 




Implementation of recommend 
ations .which have been made 



Checkback or evaluation of 
recommendations 



Principal, teacher and/or 
parent 



As identified in the above 
recommendations, e.g. 

(a) placement in special 
education program 

(b) remediation in regular 
class 

(c) counselling 

(d) referral to community 
agency-providing and 
receiving reports to/from 
community agencies 

(e) home management 



Revision of recoiraiendations 
where necessary 



PARTICIPANTS/ 
LOCATION 



-Field Office specia 
ed'n placement ctte 
■class teacher, Sp. 
Ed. resource teache 
■School Staff, Att. 
•Psych, staff 



■Parents 

•attendance counsellc 

Psych, staff at 
Field Office 



ERIC 



OVERVIEW 



MANAGEMENT AREA: 10. 3 special services (c ) psychology dept. 

10.3.2 PsycholoiT^ClCTe '' Vokiteer Program 

STEP 

DESCRIPTION 



Search for initial identific- 
ation and screening of 
potential volunteers. 
Explanation of progra and 
general procedures 

Final selection of volunteers 
and listing 



Identification of students 
requiring volunteer service 



Reconraendation to Principal 
of student for volunteer 



Consideration of Recommend- 
ation 

Rquest for appropriate 
volunteer by F.O. Psychology 
Staff 

Matching of student with 
appropriate volunteer and 
assignme.it of volunteer to 
F.O. Psychology Staff member 



ERIC 




Appropriate program outline 
and procedures 



Referral of appropriate 
individuals to Board's 
Program Director (Office of 
Chief Psychologist) 

Assessment Data (i.e., 1-7 C) 
Program Outline 
Previous Annual Report 

Student's recommended for 
"One-With-One" Volunteer 
Program 

Teacher viewpoint 
Program Outline 

Principal approval 



Catalogue of Volunteers 
Student Assessment Data froifi 
F,0. Psychology Staff 



Referral of appropriate 
individuals to Board's 
Project Director (Office 
of Chief Psychologist) 



List of Volunteers - 
available or assigned 



Student's recommended for 
"One-With-One" Volunteer 
Program 



Approval or non-approval 



Request for appropriate 
volunteer 



Assignment of student to 
appropriate volunteer 

Assignm'int volunteer to 
F.O. Psychology member 



PARTICIPANTS/ 
LOCATION 



Community 
Coordinator 
3 Public Groups 



CEO 

Program Director 



F.O. Psychology 
Staff 



F.O. Psychology 
Staff 



Principal 



F.O. Psychology 
Staff ^ 
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m 

Program Director 



OVERVIEW 




10 



11 



12 



13 



9pf 



Explanation to parent of 
volunteer service and gaining 
consent for student's 
participation 

"Program Planning" for the . 
student 



2.3 sessions (weekly) oi 
volunteer with the student to 
carry out planning program 

Consultation with/or 
Supervision of the Volunteer 



14 



Monthly in-service program of 
skill development for 
voluntears 

Vear end review of progress of 
each student with volunteer 
and decision regarding contin- 
uation or phasing out of 
program 



Year end evaluation of program 
and assessment of needs for 



-ERIC 



new year 



Teacher and Principal suggestions 
Materials, ideas from Psychology 
staff and Library at CBO 



Monthly progress sheet 

(format doc.) 
Earlier report 



Volunteers 

Coordinators s Program Directoi 
Outside Resources Personnel 

Teacher, principal, volunteer 



Monthly progress sheet 

(format doc.) 
Earlier report 

Additional information 
Changes in approach when 
necessary 



Psychology Staff 
Volunteers 



Memorandum to Program 
Director re: volunteer 
should continue in program 
due to various causes 

n.b.: memorandum always is 
written to an 
individual child 

Annual Report (Formal) 



PARTICIPANTS/ 
LOCATION 



F.O. Psychology 
Staff and 
School principal 



F.O. Psychology 
Staff and Volunteei 



Volunteer and 
Student 



Comunity 
Coordinators 
P.O. Psychology 
Staff 

Program Director 
and Community 
Coordinators 

P.O. Psychology 
Staff 

0 < 



Program Director 
and Community 
Coordinators 



OVERVIEW 



MANAGEMENT AREA: _lo.3 mmwGY department 

— Psychology Department Administration 



ST[P 



DESCRIPTION 



Determination of role and job 
descriptions for staff 



Determination of need for 
staff (i.e., number of staff) 



Approval for hiring of 
additional staff or 
determination of staff: 
student ratio 



INPUT 



Hiring of Staff 



Assignment of staff to F.O. 
Deployment of staff within F.O. 



Consultation with staff and 
professional development 
of skills 



From teachers, principals of 

schools 
From P.O. Psychology Staff 



Principals 

F.O, Psychology Staff 
Chief Psychologist 

Staff needs included in F.O. 
Budget 

- supt. and CBO and 
Special Services 

- Chief Psychologist, 
consultation 

Specific data re work load in 
each F.O, (Back up data) 

Board approval 
Staff needs 
Interviews 



Chief Psychologist Consultation 
P.O. Psychology staff 

F.O. Staff Consultations 
Committee on Professional 

Development 
Evaluations of Staff 



ERIC 



OUTPUT 



Job descriptions 



Staff needs included in F.O. 
Budget 



Board approval 



Staff Hired 



Staff deployment 



Professional Development 

Program, set of topics 

for all staff 
Individual concession and 

supervision with chief 

Psychologist 



PARTICIPANTS/ 
LOCATION 



CBO/Supt. of 
Special Services 
Chief Psychologist 
F.O. - Supt. 

F.O. Supt. 



Board 



P.O. Supt. 



Chief Psychologist 



)Cont'd. 



OVERVIEW 



MANAGEMENT AREA: 



STEP 
NO, 



1QJ.3 Psvqt] 9-1-Qgv Department Administration (cont'd) 



DESCRIPTION 



Integration of Psychology 
Staff with other Board 
Consultatives Services in 
Special Services and other 



Supervision and evaluation 
of Psychology Staff 



INPUT 



Principals 

Chief Psychologist 



OUTPUT 



PARTICIPANTS/ 
LOCATION 

P.O. Si )t. 



Evaluations (Formal) 



P.O. Supt. 



23i 



OVERVIEW 



MAMENT AREAj ,10.3 psychology DEPARTMENT 

■ Psychology - General Resource anj Cnn.gn^t-^^'rnra:^ 




DESCRIPTION 



Dissemination of information 
regarding range of service 
available 



Identification of need for 
service 



Provision of Service 



PARTICIPANTS/ 
LOCATION 



ERIC 



All Psychology 
Staff 



23e 



OVERVIEW 



MANAGEMENT AREA: .llj CONTINUING education - adult education 




11,1.1 



11.1.2 



11.1.3 



11.1.4 



11.1.5 



Selection of Administrative 
staff 



Brochure; Preparation, space 
allocations, and scheduling 



Tentative Staff Selection 



Registration of students and 
allocation of students to 
classes 



Monitoring: of student 
attendance and academic 
progress, budget control, 
course evaluations 



11.1.6 Overall evaluation of adult 
program and Report to Board 




G-memo to all Staff 
Applications from Staff 
Results of initial screening 
by field superintendents 

Last year's brochure 
Miscellaneous information, e.g. 
letters 

Comparison of other jurisdictions 
for good ideas 

G-memo to all teaching staff 
Applications received 
Screenings by night directors 

Student applications 



Attendance figures 
Student records 



Results of Program 
i.e. - attendance 

- written evaluation 
by students 

- number of students 
successfully completed 



OUTPUT 
Selected Staff 



Book of course offerings 
Space allocation 



Tentative Selection of 
Staff 



What courses are economical 

viable and academically 

necessary 
Final staffing 
Refunds and information to 

applicants of unavailable 

courses 

Remedial actions 
Current student records 



What kind of programs are 
successful on geographic 
and program basis 



Budget Estimate 



PARTICIPANTS/ 
LOCATION 

Principal of 
Continuing School 



Coordinator of 
Continuing School 



Night (Field) 
Directors 



Continuing Ed. 

Staff 
Supervised by the 

Night Directors 



Night Directors 
Head Office 23$ 



MANAGEMENT AREA: jU,! CONTINUING EDUCATION - summer scim (SENIOR) 



OVERVIEW 




Choose locations of summer 
schools, esp. credit and 7 s 
8 remedial 



Solection of Administrative 
Staff 



Planning, advertising, 
Promoting smraner school 



Tentative Staff Selection 

BO 



5 I Student Registration and 
class scheduling 



ERIC, 



Schools 

- accessibility 

- size 

- resources 

- air conditioning 

- competing usage 

- previous summer school usage 

G-memos to staff for Directors 

and subject chairman 
Applications from staff 



Selected schools 
- 3 in North and 
3 in South 



Evaluations of previous year's 

operations 
Suggestions from interested 

groups (Supts., Trustees, etc.) 
Estimated student demand for 

summer school 

G-memo to all teaching staff 
Applications received 
Results of screening by Supts. 
Interview records 



Student Applications 
Prescriptive diagnostics 
(7 S 8 remedial) 



Selected staff for north 
and south 

1 Director 

2 Assistant Directors 
English, Math s Science 

subject chairman 

Circular advertising program, 

to all students 
Tentative estimates of 

resources required, 

e.g., teachers 



Ranlcing of teachers by 

subject 
Interim letters of 

appointment to likely 

teachers 

Economically viable and 
academically necessary 
courses 
Pinal staffing 
Refunds, etc. 

Transportation requirements 



PARTICIPANTS/ 
LOCATION 

Principal of 
Continuing 
School 



Principal of 

Continuing 

School 



Principal of 
Continuing 
School plus 
Administrators 



Mainly Directors 



Cont'd. 



OVERVIEW 



MANAGEMENT AREA: . 11.2.1 CONTINUING education > .giiMR fipmoT, (senior) 




Monitoring: Student Attendance 
and Academic Progress, Budget 
Control, Course Evaluations 



Sunimary and Evaluation of 
Smmner School Program 



Class attendance registers 
Student records 



Budget Estimates for next year 
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Attendance records and 
academic results 



This year's results 



Remedial actions 
Student reports 



Report to the Board 
Input to next year's 
summer school planning 



Budget Estimate 



Directors, 

Subject Chairman, 
Teachers 



Principal of 

Continuing 

School 



Principal of 

continuing 

School 



APPENDIX C: 
FLOWCHARTS OF MAJOR MANAGEMENT AREAS 



CI 



BUDGET PREPARATION 



1 of 2 



Budget Guidelines 
formi 

iHiliUuilBIU 
— expenditures 
summary 



School 
Requests 



- School Request 
• "overheads" 

- Budget Guidelines 

- consultation 



Requests to 
Departments 



— Dept. Requests 

— Area Requests 

— "overheads" 

— Budget guideline; 
consultations 



Department 
Requests 




- Dept. Requests 

- "overheads" 

- Budget guidelines 

- consultations 



Superintendency 
Requests 



Prepare 
Budget 
Guidelines 



- Budget format 

> Expenditures 
(current year) 

> Budget (current) 



Prepare 
School 
Requests 



Requests 

- Cap. Current 

- Special 

- Maintenance 



Prepare Area 
Requests and 
Priority Rank 



Area Requests 



Prepare Department 
Requests and 
Rank 




Prepare 




Superintendency 


Requests and 


Rank 





— Superintendency 
requests 

- Department 
requests _^ r 



\y 244 




C2 



1.1 (cont'd) 



2 of 2 




Total 

Budget 

Compilation 



Revised Budget 
Requests 



Rev, Budget Req. 
Revenue Est. 
Ceiling Calc. 
Consultation 
(Supts.; 



Budget Review 
- Internal 
(Adjust, revise) 



Budget Revi&w 

- F & B Committee 

(Adjust, revise) 



Budget 
Request 



Budget Request 
Consultations 
(Supts., Oept. 
heads) 

Revenue estimates 
Ceiling Calculations 



Final Budget 
Requests 



Budoet 
Approval 
r ff 



Approved 
Budget 




ERIC 



c-3 



1.1.2.1 BUDGET PREPARATIOW: School Requests from Field Office 



1 of 2 



Description 



Requests 
Cap. Current 
Replacement 



Requests 



ERIC 



Conditions at 

Individual 

schools-needs 



Prepare description 
of budget categories: 
includes upper limit 
for cap. current and 
replacements, to 
which schools 
should adhere 



Board approved 
per pupil 

allowance (policy) 



Schools prepare 
Cap. Current and 
replacement 
budget within 
guidelines and 
supplemental 
items — in priority 
order and major 
requests (over $300) 



Determine % of 
Cap. Current 

(a) allocable (e.g. 
Instr.) 

(b) non-allocabte 
(BIdy.) 



r- 



Principals Meeting 
to discuss 
descriptions and 
procedures and 
clarify 



Requests 
submitted to 
Area Supt. 



Request 
reviewed 
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c-4 



1.1.2.1 (cont'd) 



2 of 2 




Superlntendenfl 



Request 
for estimate 



YES -Non- 
ailocable 




Request up to 50% 
of total - forward 
to Budget Control 
and Purchasinq 



YES 



Send back 
for revisions 



Revised 
requests 



Requests over 
bO% of budget 
held by 
Field Office 



Major requests 



y/.^ 

Budget 
Finalisatton 



Budget 
approval 



Final approvals 
on requisitions 




Purchase 
requisition 


— 5 











Construction 
dept. 



, ^ 




Ac 



To Construction 
dept. for tendering 
and job completion 




c-5 



1.1.2.2 BUDGET PREPARATION: School Requests - Opsrationaf Budget (Schools) 



Board 
Policy 




^ 

Per pupil - sum $ 
allocated directiy 
to school 



^ 

Per pupil - $ to 
Field Office 



>j/ ■ ■ 

Principal 

determines budget 
within these 
constraints 



Special 
requests from 
schools 



^ 



Allocation 
according to 
needs 



^ 

Allowed to 
spend up to 10% 
money until 
budget approval 



Suggestions or 
direction from 
Supt. re spending 
on program 
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c-6 



BUDGET PREPARATION: Prepare Area Requests 



Prepare description 
of budget categories 

— Cap. Current 

— Replacement 

— Operational 
Supplies 



Description 
document 



Departme^is 
of Field 
Office 



Budget forms 
(standard) 



Complete 
forms 



Supts. receive 
forms and discuss 
rationales with 
dept. personnel 

— Initial 
establishment 
of priorities 



NO 



YES 



Collation Into 
field office budget 
— set priorities 



Requests from 
depts with 
priority rank 




Supt. of 
Finance 



Field office 
budget 
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C-7 



1.2 



BUDGET CONTROL 



1 of 4 



Budget 



Computer list 
of accounts 



Prepare computer 
input 

— Interest to 
accountant, 
insert S to 
account no. 



Computer 





Budget 




Accounts — 


y- — ^ 


Edit List 



Check Edit List 



Requisitions 
from schools 



ERIC 



Receive 

requisitions and 
stamp date 



^ 



Date stamped 
requisitions 



Verify 
signatures 
account coding 






Complete 




Goof Form 



NO 




I 
I 
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Goof form 



I 



Return to 
school 



08 



1.2 (cont'd) 




2 of 4 




YES 




NO 



Requisition 
approved 



Purchase 
Order 



< 



Purchasing 
dept. 



Approved 
requisition 



ERIC 




Budget ccntrol — 
Accounting 
copy of purchase 
order removed 



Date stamped 
and verified 



Codinf] 

1 . Type of trans- 
portation 

2. Batch number 



0 251 



Purchase 
order signed 
by buyer 



I 
I 
I 

I 

r 



Batch 
ticket 



-<5 



c-9 



1.2 (cont'd) 



3 of 4 





YES 



<r) 



Computer 
/ batch processing 
V of daily 
?\ purchase orders 






ConriDUtef 








jnorated stores 






order 




YES 


\ 


Errors 
print Out 





NO 



Stockroom fills 
and delivers 
order 




YES 



Check by 
budget control 
and correct 
error 




ERIC 
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C-1G 



1.2 (cont'd) 



4 of 4 




.^/Computer 
/ processing: 

/Requisitions checked^ 
\ against totals 
_^y^n accounts 





— — ' — 1 




Edit and Update 




and Rejects 




report 


J 





NO 





YES 




not O K 



Order returned 
to 

originator 



O.K. 



I 
I 



Purchase order 

stamped 

"Rejected" 



Force request 
through 



Purchasing dept. 
haiKJIes purchase 
oxloi s 



Purchase 
order 

(accounting copy) 



Accounts 
payable 
file order 
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BUDGET CONTROL: Monthly Summary 



School/Dept 
budget sisiement 

1 . Budget allocation 

2. Outstanding 
purchase order 

3. Actual expenses 

4. Available balance 

5. Totals 



Computer 
processing 




Schools and/or 
depts. of Bd. 
office 

(Budget Unit) 



Dept. tr?:isaction 
statement 
(individual entries 
to each a/c 




> 


YES 
f 


Inquiry to 
budget control 


> 




Problem checked 







Written 
enquiry 



^ 




Send response 
to school 



YES 



Correct error 



I 



Response 



I 



File 
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C'12 



2-1 ACCOUNTING FUNCTION: Accounts Payable 




Purchase 
order 



Ctaimants 



h- - 




Run 

purchase 
order program 





\ YF.S 



Deduct S 
estimate 
from budget 



Goods/Services 
received 



Expense 
claims 



Process invoices 
(Accounting 
department) 




Input 
document 
of invoices 




(update) 




Cards 



Run cheque 



issuing program 
(weekly) 



Issue 

remaining 
cheques 





Approval by 
Design and 
Construction 



lnternr»ediate \^yeS 
payment? 



I&sue 

cheque 

(Manual) 




Cheque 
register 



ERIC 



CIS 



2.2-1 ACCOUNTING FUNCTION: Accounts Receivable and Revenue - 

Miscellaneous Revenue and Tuition Fee Revenue 



Memo: 

$ of miscellaneous 
revenue 



0 



Continuing 
Ed./Schools 




Memo: 
Tuition fee $ 
- Driver Ed. 
~- Summer School 



Memo: 

Winter course 
Tuition $ 



Bank deposit 
slip 



A.N.A. 




Edi; 'ist 




EKLC 



Accounting 
dept. prepares 
"Official Receipt" 



^ 



Official Receipt 
(to relevant dept. 
or individual) 



Bank depc 
slip prepa 
sent to ba 
with cash 
cheques 


)slt 
ed. 
nk 
and 






Summary 
revenue 
document 
prepared 





Prepare batch 
ticket (sums of 
summary revenue 
forms) 





Computer 
Revenue 
Deposit 
Routine 



Find error 
and submit 
new run 
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c.14 



ACCOUNTING FUNCTION: Accounts Receivable - Tuition Fees (Day School) 



Report from 
schools re 
fee-paying 
students 



Invoice for 

tuition 

prepared 



Invoice sent 
to parents or 
other board 



Follow-up 
procedure 




Revenue 
procedure 




$ received 
by accounting 
department 




Remove paid 
invoices from 
unpaid invoice 
file 



} 



Invoice for 
tuition 



Enter invoice 
in 

Billing Journal 



Billing Journal 




Journal entry 
prepared 
from 
billing 
totals 



update 
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C.15 

ACCOUNTING FUNCTION: Accounts Receivable - Tuition Fees (Follow-up proced 




Unpaid invoice 
one nrwnth 
past due 



2 months 




NO ^ Invoice 
paid? 





NO 




3 months 




or more 






Handle case 


individually 


through school 


or appropriate; body 
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2.2.3 



COB 



ACCOUNTING FUNCTION; Accounts Receivable - Rental billing and Revenue 



Rental permit 
acquired by area 
business offices 



Accounting 
Department 



Caretaker's 

Overtime 

Report 



Rental billing 

established 

exactly 



Invoice sent 
to 

organization 




ERIC 
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CI? 



2.2.4 ACCOUNTING FUNCTION: Accounts Receivable - Financial Reporting to Ministry 



Est. enrollment 
projections 
~ elementary 
~ secondary 
(Planning Dept.) 



Preliminary budget 
estimation 

— elementary 

— secondary 



Estimated 
grants 

— elementary 

— secondary 



Estimated 
iVIunicipal 
Requisitions 
— elementary 
—secondary 



Revised Municipal 
Requisitions 

— Elementary 

- Secondary 



Revised grant 
estimates 
— Elementary 
Secondary 



1 Of 2 



Preliminary 
calculation of 

— grants: elementary, 
secondary 

— municipal 
requisitions 



Estimate of 

miscnilaneous 

revenue 



Ministry 
Guidelines 
(Previous year) 



Calculate estimated 

— grants - eism,, sec. 

— municipal lelem. 
requisitions/ sec. 

— miic. revenue 




Estimate of 
miscellaneous 
revenue 



, ik. 



Estimate of 
GL grants for 
current year 



Board review of 
budget and 
changes to 
budget 




Ministry grant 
regulations for 
current year incl. 
Vorious parameters 



Revision of grants 
and municipal 
requisitions due 
to the budget 
changes 




Preliminary 
Municipal data 
~ assessment figures 
- payment in lieu of 
taxes i\s 



YES 



EKLC 



2Uu 



2.2.4 (cont'd) 



CIS 



Revenue fund 
••estimate" forn 



Estimate 

enrolment 

projections 

— elem. 

- sec. 




2 of 2 



Prepare the final 
estimates of 

— grants and revenue 

— municipal 
requisition 

(elem. and sec.) 



Actual GL grants 

— elementary 

- secondary 



Estimated revenue 
fund statement 

— schedule of reveiiue 

— schedule of 
expenditure 
assessment. 




Ministry grant 
regulations 



Actual 
municipal 
assessment 
data 



Actual GL grants 
for current year 
(estimated) 



Municipal 
requisition 

— elem. 

— sec. (i.e. mill rate) 

— assess 



Actual GL 
grant form 
ME670 



Actual financial 
statement form 
ME325 



Accounts 
File 



Estimated 

miscellaneous 

revenue 



"Letter of 
Requisition" 



To 

Municipality 



Calculation of 
actual grants 
and municipal 
requisitions 
(elem. and sec.) 



Actual enrolment 
reports from 
principals.and 
approved by Ministry 



Actual expenditures 
for the year 

- elementary 

— secondary 



Actual information 
from municipality 
re: - assessment 
- payment in 
lieu of taxes 



Financial 

Statement 

report 




Audit Statenrttint 
and 

Financial 

Statement Report 



Published 
! Financial 
Statement Report 
(Summary) 





^— y 


Ministry 
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c-19 



2.3/1.1 & 2.3.1.2 ACCOUNTING FUNCTION: General Accounting - Daily Borrowing & Journal Entry 



Credit advice 
from bank 



Daily 

borrowing 
from bank 



Summary of 
bank 

borrowing 
(monthly) 



y — 

Computer 

input 

(batch) 


^4 









Journal 
entry 




I 



Loan 
Interest 



Miscellaneous 
bank charges 




update 



Computer 
Processing 



Edit lists 



(Monthly) 



Trial balance 

r 



General ledger 
transactions 



Accounting 
Department 
for review 



Computer 
statements as 
required 



Cancellation 
of cheques 



Total system's 
cheques 



Corrections 
and adjustments 



Payroll Summary 
Payroll liabilities 

— net pay 

- manual payroll 
cheques 



ERIC 
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ACCOUIMTIIMG FUIMCTIOIM: Genera! Accounting - General Ledger Account a nalysis 




I 



Asset & Liability 
Accounts analyzed 
by accounting 
department 



I 
I 



Budget 
statements 
analyzed by 
budget units 




NO 





YES 






Inquiry made 


to budget 


office 






f 


Check 




original 




documents, etc. 








Journal 
entry 
(Corrections! 



Stop 
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1.4 ACCOUNTING FUNCTION: General Accounting - Bank Account Reconciliation 




Advise bank 
of error 




264 



c.22 



2.3.2.1 ACCOUNTING FUNCTION: General Accountrng - Capital 



1 of 2 



Planning 
"department 



Site approval 
(Ministry) 



Application 
to 0MB 



Accounting Dept. 

applies to 

0MB for approval 



^ 



Set up 

capital budget 
accounts 



Board resolution 
for site acquisition 



Board resolution 
for bank borrowing 
authority to apply 
to 0MB & to sell 
debentures to 
OECAC 



0MB approval 
granted 



"Report 
to Ministry 



OECAC 
debenture 
issued 




Site 

purchased 



Apply to 
OECAC for 
debenture 




YES 



Debenture 
r<>port f ronn 
Ministry 



Borrow $ 
from bank 



NO 



) Start 
project 



ERIC 



265 



c.23 



2.3.2.1 (cont'd) 




capital budget 
transactions 



School building 
and equipment 
budget statements 



School building 
and equipment 
budgpi' ..asactions 



ERJC 268 



2.3.2.2 



024 

ACCOUNTING FUNCTION: General Accountir 



— Sales Tax Rebate Routine on Capital Construction 



Apply for 
federal tax 
rebate on 

capital construction 



Application 
form 



Approved 





/ 


$ Rec( 


n'ved 




ERIC 
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ACCOUNTfNG FUNCTION: Payroll - Phase I - Create Transaction File 



Basic input 
preparation 
— forms preparation 
~ authorization 
by Personnel Dept 



Preparation of 
supplementary 
earnings fornn 



new hirings 
terminations 
transactions 
e.g. rate change 
etc. 



Payroll Dept. 
Clerks prepare 
General Informatror 
forms 



Supplementary 
earnings forms: 
e.g. - bi-weekly time 
sheets 

night scboo]^ 
etc. 



Key punch 
operation 



Preparation of 
Absence Report 
cards by personne 
at location, e.g. 
- Principal 
-Supt., etc. 



Absence 
Report cards 
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ACCOUNTING FUNCTION: Payroll - Phase II - Master File Update 



© 




I 

© 
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2.4.3 



ACCOUNTIMG FUNCTION: Payroll 



C-27 
-Phase Mi - 



Preparation of Paychecks 





Run 

"Calculation 
Program" 



Flag for 
"exceptions" 
Note; ihe cheques 
stiU go through 



Payroll supervisor 
checks the 
situation and 
gives approval 



Staff paychecks 
Last cheque 
is hash total 



Balanced with 
old payroll 
register 



r 



New payroll 
register 

(all the data on 
♦he chequfts) 



^ 



Payroll Dept. 
sorts and 
delivers 
cheques 



Signed documents 
approving the 
cheques 




if 



Edit file 
book 




ERIC 



ACCOUNTING FUNCTION: Payroll 



C-28 



- Phase IV - Financial Distribution Report 
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3.1.1 SUPPLY FUNCTIOM: Purchasing - General Procedure 



Requisition 
specifications 



Requisition 
for supplies 



Buyer 

processes 

requisition 



Find source of 
supply by 

- public tendering 
for> $5000 

— quotation for 

< $5000 



1 ~ 

Purchase order 


< 




\ 



Determine 
where to buy 

— qL'ility 

— service 

— price 



Input from 
tenders 



Purchasing dept.: file 
in active supplier 
file {form 1.31 



Purchasing dept. 
File by purchase no. 
(form 1.4) 



V 



Budget 
Control 





Approval 


' ^ 







A/ 



Purchasing dept. 
process order 



to school 



Requisition filed 
by school name 
with purchase no. 
on requisition 
form 3.1 



Purchase order 
to supplier 
(lOrm 1.1) 



A. 



Farm 1 .5 for 
school file 



Form 3.2 
for school 
requisition cooy 
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Form 1.6 
Receiving copy 
to be returned 
when goods 
received 



030 



3.1.2 SUPPLY FUNCTION: Purchasing - Blanket Ordering Method for Purchasing 



Purchasing dept. 




Blanket 


initiates 




purchase 


blanket order 


" 


order 





Catalofue prepared 
and photo copies 
sent to school and 
maintenance dept. 



V 



Company 
catatcguf? 



Maintenance 
Dept. 



EKLC 



Blanket order 
(copy no. 2.4) 




I 
I 

I 



School initiates 
a blanket 
order requisition 



— \ 

Budget control \ 

coding check \^ 
— check orig. 



273 



Blanket order 
copies 
nos. 2.1,2.2.2.3 




/ > 


- Approval 






- Copies 




rios. 2.1.2.3 







\ > Blanket order 
(copy no. 2.1) 




c-31 



3.1.3 SUPPLY FUNCTION: Purchasing ~ Invoice Processing 



Invo'ce sent to 
accounting dept. 
after goods sent 




Materials delivered 
to school 



Accounting 

Dept. 
(Accounts 
Payable) 



Purchasing dept. 
(i.e. buyer) checks 
invoice with 
supplier's copy 
file 



Receiving copy 
< (i.e. form no. 2.4 c. 
no. 1 .6 sent to 
accounting dept. 



Duplicate copy of 
invoice sent to 
purchasing dept. 




Notify 

accounting 

office 



ERIC 
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C32 



SUPPLY FUNCTION: Stores - Purchasing for stockroom (flow into stores) 



Stores Order 
from stockroom 
for new 
supplies 


^ 


Stock status report 
giving inventory ' 
level daily computer 
output ^ 








^ 





Travelling 
Requisition 



^ 

Purchase dept. 
either method 
3 '..1 or 3.1.2 used to 
purchase supplies 
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C-33 

3.2.2 SUf TLY FUNCTION: Stores ~ Requisition of Supplies (flow out of scores) 



Requestor 
prepares stores 
order requisition 



Coding clerk 
checks 
requisition 
(Budget dept.) 



Stores Order 
Requisition 
(copy 7.1) 



Stores Order 
Requisition 
(copy 7.1) 



Stores Order 
(copy 8.1) 
stockroom copy 



Computer 
processes 
requisition and 
order changed 

to school 
(i.e. stores order , 
program) 
p— 






Stores Order 


> i 


(Cofnputer output) 




^dunlicate 



iiiockroom 
fills the order 



Stores Order 
(copy 8.2) 
Delivery copy 




ERIC 
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3.3 



SUPPLY FUNCTION: Request for Printing Services 



Requestor 

prepares 

"Printing 

Requisition form" 



Coding clerk 
checks request 
(budget dept.) 



-Mi- 



Printing dept. 

processes 

order 



Retiuested Printing 
Si 

Printing Requisition 
Form (copy 2) 



Requestor 



Printing Requisition 
I Form 
(copies 1, 2) 



Printing Requ^i Son 
Form 

(copies 1,2) 



Printing Requisition 

Form 

(copy ^) 



Accounting 
Dept. 

(for charging 
to Acct.) 



EKLC 
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ACCOMMODATION SUPPLY: Capital Program 



1 of 2 



Monitor 
housing 
developnnent 



I 
I 



Yields, Developments, Trends 



Select 
site from 
proposed sites 



Establish 

Capital 

Program 



I 




Prepare 3-year 

enrollment 

projection 




YES 



Purchase 
site 



YES 



prepare 
project 
proposal 





0 O 



Design (: 




Sketch plans 












C.36 



(cont'd) 



2 of 2 




Design 11 

Working 

drawings 




a 

UJ 

— > 
o 

oc 
o.. 

< 

g 
> 

Q 
Z 

UJ 

UJ 
-J 

a, 

O 
a 

Q 

< 
LU 




YES 



Obtain final 

prcisct 

approval 




YES 



Construct 
school 



Occupancy 



ERIC 
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4.1.1 & 4.1.2 ACCOMMODATiON SUPPLY: Capital Program - Monitor Housinp Development/Site Selection 

1 of 2 



Housing 
yield factors 






1 ^ 


Project 
student yield 


Draft Sub-Div. 
plan fiom 
Ministry of 
Housing 


/ 









Building permits 
rsrued (from 
municipalities) 






1. Enrollment 




(projected) 




?. Available 




facilities ^ ■ 





NO 

[New sitn requlredl 



1 



Proposed 
registered 
sub.-div. 




ERIC 
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4.1.1 & 4.1.2 (cont'd) 



2 of 2 




ERIC 



Request/specify 

aliernare 

site 






YES 










J \ 

Develop 






Purchase 




? 


agreement 










) Purchase 






agreement 









Sitfi 

purchase 



Standard 
purchase 
agreement 



^ Purchase ^ 


Property 
file 


agreement 




! 





I 



Capital 
program 



C-39 



4.1.2.1 ACCOMMODATION SUPPLY: Capital Progra.-n - Site Purchase 



Property File 
(site purchase 
agreement) 



Approved Capital 
Allocation (site, 
$ 1l!ocation) 



Project 
proposal 



Commission 
site 

j^npraisal 



Property 
file 



_ -4- J 



r- 



Prepare 
grant 

application 




Municipal 
assess men 
confirma 



.__J 




ApprovetJ 
G.L. grant 
^$ amt J 



EKLC 



Prepare site 
purchase resolution 
I.Site cosr 

2. Loan req'd. 

3. Debenture req'd 




1 . Site Purchase 
Resolution 

2. Site Purchase 
agreement 



Instructions 
to lawyer 
(request for $) 



Prepare 
0MB 

application 




S/P 



re solution 



Arrange 

temporary 

financing 



Prepare 

application 

OCAC 




r 



Site 

purchase 
agreement 



Purchase 
site 



1 . Debenture 

2. Debenture by-law 



Enactment o* 
debenture 
by-law 
(by board) 



Construction 



Issue of 
debenvurerf 
capital 
(by OCAC) 



I 
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4.1.3 ACCCrviMODATION SUPPLY: Capital Program - Establish capita! program 



1 of 2 



ERLC 




c-41 



4.1.3 {cont'd) 



2 of 2 





General 

specificauons: 

Educational 



Ni^(AUG.-SE PT.) 



Prepare 
project briefs 
(family supts.) 



Capital Program 
subnnission 




( OCT.-DEC.) \V 



Capital Pro grarn^ 
J 



Approved 
site 

Allocation 
$ 



(FEB.-MAR .) 





Approved 
BulUiinfi 
Allocation 
$ 



Prepare 
project 

briefs (family supt.) 



Project 

Proposal 

Process 



ERIC 
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4.1.4 ACCOMMODATION SUPPLY: Capita! Program - Project Proposal Proe 



Needs 
analysis 



1 . Current 
enrollment 

2. Projections 



1. Capital progrann 

2. Project brief 



1. Current 

enrollment 
^sep. bd.) 



Prepare 
co-op needs 
study 



Population age 
distribution 
(from municipial) 



Prepare building 
proposal - 
Utilities req'd 
Site detail 



Prepare 
project 
propoiidl 



Commission 

site 

survey 



Establish 

project 

account 



General 
instructions to 
architects 



Establish 
site 

development 
requirements 



General 

space: 

schools 



Property 
file 



Capital 
gr\ints plan 
(Ministry) 



Notify 
utilities 



Notify 

1. Park/Rec. 

2. Library 
board 



Instruct 
architect 




1 . Confirmation of commission 

2. General Instructions 

3. Project brief 
4.Site detail^ 

5. Cost guide 

6. Req'd date of occupancy 

7. Project Supervrsor 




EKLC 



Final 
Approval 



Information* 
to Architects 



Design I: 
Sketch Plans 



Construction 
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4.1.5 ACCOMMODATION SUPPLY: Capital Program - Design I (Sketch Plans) 



Proposed Eng. /arch, 
consultants 
(ffonn arch.) 




Standards: 
Building 
Construction, 
H'.-alih, etr. 
(from ag> i ^s) 



YES 




^ Prepare 

sketch plans 




Coop 
needs study 



Current 
J enrolments 




Update 
needs justification C 



Capital 

grants 

plan 



Mcferencn costs: 
Construction 



ERIC 



ONR 

Health 

Environment 

Municipal 

Others 




Prepare 
Ministry 
Submission 



1. Sketch Plans 

2. Needs Justification 

3. Cost Estimate 



'Working Drawings 
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4.1.6 ACCOMMODATION SUPPLY: Capital Program - Design II (Working Drawings) 



Approved 
sketch plans 



Approval 




Fire Marshall's 
revisions . 



Prepare 

working drawings 
and specifications 



Recommendations 



Current 
enrolments 



Coop 
needs study 



Update needs 
justification 



Board 

PresentaHon 



YES 



Prepare 
Ministry 
submission 



YES 



Final 
approval 





Other agencies 
recommendations 




YES 



Required 
revisions 



A/ 



ERIC 
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4.1.7 ACCOMMODATiON SUPPLY: Capital Program - Final Project Approval 



Working 
drawings 



Coop 
needs study 



ERIC 



Current 
enrolments 



Update 
needs 

justification 



Construction 
specifications 



Call 

tenders 



Analyse bids, 

recommend 

contractor 



Prepare 

Ministry 

Submission 



Prepare 

0MB submission 




YES 




Notify 
architect: 
$ approved 



F & E 
$ 



(from principal) 



Order 
F & E 



< 




Construction 




i 




Instalation 



Award j 
contract 



2. 



^!.ANT MAINTENANCE: Project Reqw, . ^ 








—oh? :ie 




rn::'?^: Ot.) 





Project No. 
i. School 
3. Dato rsc'd/est. 




ERIC 
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5.2.2 PLAN- viAllMTENAIMCE:Pro; -ctlnvestlgatiorr 





Project File Ur: 

6. Investigate 

7. Schedule 



Project File Upda; 

8. Invest, report 

9. Work req'd 
10. Cost est. 



1 



mgt: 



Reinvest , 
reestimatD 
Eng. Staff 



4 



Future plan 
for bidg. site 

1. D & C 

2. Planning 



Cap-Curr. (Cent.) 
Budget item 



Re*: jer. . 
rer-ove 'or 
prc' . s?'<1us ■ 



( c 



2:i 



Cc-^Truction 
J nr^ equipment 
-chedule 




/I A op rove 
'vvpe I proji 

' $500 



Project File Update 

11. Pro]. Auth./ 
Acct. No. 

12. Pro]. Schedule 




0-48 



E.2.3 PL ^NT MAINTENANCE: Project Authorization 



© 




Request for 
authorization 
(Eng. Supt.) 





ERIC 
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5.2.4 PLANT MAINTENANCE: Design, Contract 



Standard Specs. 
Details 




Reactivate 
Project 

(fr-xs.&Ops.mgt.) 



Project 
Status 
Board 
re displev 



Detailed Invest., 
Prepare Drawings 
Specs. 
(Eng. Staff) 



1. Central 
ccnditions 

2. Tender No. 



YES 






Request 


^ over ^ 


authorization 


budget 


for extra 




Quotations 


7 

> 


✓ 







5.2.5 



PLANT MA? MTENP .5; Project Sctrr 




— 

Es- ^bV- 



Requisition 
(to purchasing) 



Establish P.O. 
(Purchasing dept.] 



1^ 



Notify contractor. 
Schedule work 
(Eng. supt.) 



Notify school, 
fam. supt. 
(Eng.Supt.l 




i 
1 



Assign 
projec;. h'^-^ . 
(Eng. s^-^i. 







Q 




y \ 




Pr-2'irt File Update: 


lE^ r'oj. supt. 


ie -ihedule 


17 - O.No. 




ERIC 
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5.L PLANT MAINTENANCE: Carry Gut Work 




progress 
invoices 



inspect prciirers 
Approve cr regress 
paymentr 
(proj. sup:?r/isor) 



Project File n:- 

8. Progress rev: a 

9. Progress b : ig 
payment: 



Forward progress 
payments 
(Accts. pay. dept.) 




Correct 

deficiencies 

(Contractor) 



Deficiencies 



Notification 
of 

deficiencies 



Satisfactory 



Signed off 

purchase 

order 




Forward final 
payment 

(Accts. pay. dept.) 



294 



C-52 



6-1.1, 6.1.2 & 6.1.3 TRAIMSrORTATIOW: Regular Route Design and Contract Negotiations 



1 of 3 



Board 

Minutes 

(Boundaries) 



Boundary 
Changes 







Current 


Map school 




boundaries 


boundaries 


^ 


map 





Updated nnap 



"1 



Board Minutes 

(Transportation 

Policy) 



Policy 



changes- 



Board Minutes 



List of schools 
with Home Ec. 
& Ind. Arts 
facilities 



±^ 

Establish 2 m!. 
limit for each 
school 



Compile list of 
streets eligible 
for transportation 
(by school} 



For each schoc 
list of streets 
7 eligible for 
transportation 



i I 



Update 




transportation 


Policy instructions 


to schools 





School 

transportation 
policies, forms 
instructions to 
schools 



Prepare request 
for Home Ec. 
& Industrial Arts 
Schedule 



Roquen for 
Homo Ec. & Ind. 
Arts Sept. schedule 

1 . No. of'clastos 

2. Schools 
involved 



— ^ 




L ist of bus operators j 



Previous year's 
conditions of 
tendering and 
forms 



) 




Prepare 
invitation to 
tender for 
bus contracts 



2 



Conditions of 
tendering and 
7 application forms 
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6.1.2 & 6.1.3 (cont'd) 




2 of 3 



Completed school 
lists (grouped by 
street or a!phabe'i) 
or maps 



Current routes 



Route timing 

(Experience 

usually) 



I 
I 



Bus loading 
factors 



Transi* 
tiriie tables, 
marc 




T ransit tickets & ieiterj 



Bus privilege 
cflrd s 
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6.1,3 6.1.2, 6.1.3 & 6.1.4 (cont'd) 

3 of 



3 




)iL 

Adjust 

accounting on 
x>ntracts 



Contracts 
finalised 



(END OF SEPT.) 



> 



Final 
contracts 



\^ (MID OCT .) 



Total expenditures 
estimated and 
compared with 
projected 




Projected 




transportation 




expenditures 




(last year) 
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TRANSPORTATION: Special Students 




Speci'il clas'> 
student forms: 
name, address, 
brrthdate, home 
school 



Current master 
routes (regular), 
route maps. e?c. 



Operator 
contracts 



[mo APRIL! 



^ 



Request special 
student info, 
from Special 
Services 



^l/ (JULY), 



Plot all 

special students 



Current map 



Design new 
routes, or adjust 
re<^ular routes 
(rural) 



Draw up drivers* 
schedules and 
student lists 



^ 



List each 
Special student's 
name, address 

SCNOOl 




Enquiries 



Updates 



, (MID AUG.) 



Write to all 
special students 
with transportation 
information 



> 



Special students' 
and transportation 
instructions (letter). 
- route, timing, 
operator, bus no. 
tel. nos. 



copy, 



Cross off 
list 



Changes in 
address, deceased, 
moved, etc. 



Adjuitments to 
special student 
list bocausn of 
referrals, moves, etc 
(constant changes 
In allocation) 
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TRANSPORTATION: Kindergarten Busing 



> 



(APRIL) 

Kindergarten 
registrations 
- nanies, addresses 
(or nnap), shift 



Map(s) of 
plotted stLidents 
(regular) 



Plot morning 
shift kinJergarten 
students .vith 
regular 



Regular route 
design (including 
morning k students) 



4/ 

Design take-home 
routes (morning) 
and afternoon 
collection and 
take-home routes 



Morning take- 
home and 
afternoon shift 
schedules 



2U 

Compile 
kindergarten 
student lists (or 
map) for drivers 



To each driver: 
names, addresses 
(or map) of K 
students on route 



299 



057 



6.4 



TRANSPORTATION: Winter Bus Scheduling 



(AFTER SEPT.) 



Current map 
with boundaries 



> 



Establish 1-2 ml. 
limit for each school 



Compile list of 
streets eligible 
for winter bus 
transportation 



Instructions, b!a 
forms 



nk j 



List of streets 
eligible for 
winter bus 
transportation^ 



^^/(ENDOC T.) 



Plot students 
on road map 



School lists 
or maps — names, 
addresses of 
eligible students 




Master routes 
or bus mapis 



> 



) 



C'Ji'rent bus 

contracts 

awarded 



Design 

additional routes 
or make 

modifications to reg. 



>' 



New routes and 
timing 

— No. of buses req'd 
No. of taxis 




Bus 
and taxi 
operators p 



Winter bus 
routes, timing 
instructions 



< — 



Inform 

contractors and 
allocate bus 
privilege cards 
to schools 





Adjust 
accounting 
on contracts 



o 
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TRANSPORTATION: Home Economics and Industrial Arts 




Home Ec, & 
Ind. Arts 
program schedule 



Operator's 
tenders (Homo Ec. 
& Ind. Arts) 



(APRIL) 

I 
I 
I 
I 



I ^ 



4 



Allocate Home Ec. 
and Ind. Arts 
runs to operators 
(lowest bids) 



Home Ec. & Ind. 
Arts bus routes 
and timing 



I 
I 



Contract 
negotiations 



ERIC 
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6.6 TRANSPORTATION: Ministry Reports 




4- 



ME 30rs 
(corrected) 




ERIC 
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7.1.1 PERSOIMIMEL ADMIIMISTRATION: Non-Teaching Staff Recruitment 



1 of 2 




•) 



Requisition 
for staff form 



Job Description 
Manual 



Salary schedule 

(non-teaching 

staff) 



Process Request 

- check validity of 
claim 

- compile job 
position 

- post position 
internally (5 days) 



I Applicants j 



> 



Letters of 
application of 
internal 
applicants 



5 



Internal 
job posting 





Personnel 
record of 
applicant 











Establish 




competition file 


for job position 




/ 


CompRtition 


file for job 


position 





Preliminary 
(screening) 
interview 




7.1.1 (cont'd) 

2 of 2 




4l- 

Competition 




yi^ 

Screening 
interviews 
for external 
candidates 



Assessments 
of eligible 
external 
candidates 




Reference 
checking 
where 
necessary 
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7.1.2.1 PERSOWNEL ADMINISTRATION: Salary Administration - Job Evaluation 



puperintendenty 
or 

employee 



Request for 
^sl change In 
n classification 
for employee 



"7 



Assess request 
for change In 
classification 



Point rati 
plan 



Job 

descrip- 
tion 

, man- 

L / 



Old job 
description 



) 



Job 

evaluation 



±. 

New job 
description 




Job rating 
and level 
setting 



New salary 
level 




ERIC 
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C-63 



PERSONNEL ADMINISTRATION; Salary Administration - Salary Surveys 



Request for 
salary 

information 



Analyse 
"% salary data 



Salary 
survey 



ERIC 



06 



7.1.2.3 PERSONNEL MINISTRATION: Salary Administration - Interpretation of Salary Schedules 



Judgment and 
research as to 
appropriate 
category 



Category and 

experience 

level 




Make salary 
adjustmenis 
if necessary 
(or starting salary) 





Individual 



. teachers's 

documentation of 
qualifications 
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7.1.3.1 PERSONNEL IDE 'ARTMENT: Employee Benefits ~ New Empl 



Board Policy 
Agreements 




ERIC 
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7.1.3.3 PERSONNEL ADMINISTRATION; Employee Benefits - Terminating/Retiring Employee 




Forward 




) employee details 


to retirement 


fund 


, J 


V 


f 


CaScutation of 


lump sum payment 


(Retirement 


allowance} 





Retirement 
forms 



Notification 
of retirement 
allowance 




ERIC 



Q 



03 
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7.1.4 PERSONNEL ADMINISTRATION: Negotiations 



Current 
agreement 



Settlements 
in other 
boards 




Implications 
of proposed 
new benefits 



Supporting 
negotiating 
team 



^ — K-4 



Comparative 
salary data 



Projected 

costs of proposed 

settlements 




Draw up 
interim offers 
and cost them 



v/ 



interim offer 
and costs 
implied 





YES' 



Draw up 
final 

agreement 



Collective 
agreement 



ERIC 
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PERSONNEL ADMINISTRATION: Collective Agreement Violations 




± 

Monitor 
grievance 
procedure and 
provide info, to 
parties involved 




4^ 

Make arrangements 
for a board 
of arbitration 
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7.1.8 



PERSONNEL ADMINISTRATION: Personnel Records 



1 Teachers I 



Current 
p<"'«onneI info. 
heiJ per teacher 



^1 



(NOV.: 



Corrected and 
updated info, 
and documentation 
of additional 
qualifications 



Determine 
changes in 
individual 
personnel records 



"T 



Certificate 

Submission 

form (salary query) 



-4 



Personnel 
updates 
additional 
docunrwntation 




Abstract and 
transform to 
machine 
readable form 





Notification 
of category 
change 




ERIC 
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PERSOiSiNEL ADMINISTRATION: Allocation 



1 of 3 




Enrollment 
projections 
(by school! 




Elementary 
school staff 
listribution 
(for each family 
of schools) 




Secondary 
school staff 
distribution 
(by school) 



e — 



(JAN. 31st) 



Teaching staff 

collective 

agreement 



Generate global 

staffing 

requirements 

— Elementery 

— Secondary 

— Vocational 


> 




Global staf 
requiremer 
(by family 
schools) 


fing 
US 
Of 



Generate 
staff distribution 
for elementary 
(for family of 
schools) 







Pupil/statT 
formulae 
(Board policy) 



J 




Elementary 
school 
distribution 
formula 



I 



Secondary 
school 
distribution 
formula 



(MID FEB.) 



Generate 
staff distribution 
for secondary 
(by school) 







2 



7.2 (cont'd) 



071 



2 of 3 





h^otice of 

resignation, 

te-mination 

re/rennent, 

pronnotion 





f 


Estinnated 


staffing 




requirements 


(by school & 


discipline 





Determine 
administrative 
transfers and/or 
hiring needed to 
meet staff require- 
ments 



Staffing surplus 
and/or shortages 
by school and 
discipline 



Current 
staff allocation 
(by school & 
discipline) 



I staff I 



Internal 
posting 



6— 



ERIC 



Plac'sment 

of administrative 

transfers 



Placement of 

voluntary 

transfers 



L_: 



Change of 
position 
) form 






Post position 
internally 
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8.1 



STAFF DEVELOPMENT AND RELATIONS - Staff Development 



1 of 2 




Statement 
of 

objectives 



t 
I 



^ 



Approved 
program 




ERIC 



Identification 
of needs 



Analysis of 
existing staff 
development 
programs 



Establishment 
of 

priorities 



Developrnent 

of 
specific 
program{s) 



Process of 
board approval 
for programs 



Statement 

of 
needs 



Identification 


of 




objectives 





t 



Resumfi of 

existing 

programs 



Recommended 
program 



Implementation of 
individual staff 
development 
programs 
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8.1 (cont'd) 



2 of 2 



2 

Y 



Curriculum 



Leadership 




Development 
of 

evaluation 
criteria 



i 



Evaluation 

— criteria 

— methods 



Administration 



Evaluation 
of individual 
staff development 
program(s) 



Recommendations 
re - acceptance 
~ revision 
" termination 



Termination 
of staff 
de-felopmsnx 
program 






Consinualjon 




of staff 




c/evelopmertt 




program 



I 

i 



Revision of 
staff development 
program 



-4 



-J- 



ERIC 
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STAFF DEVELOPMENT AND RELATIONS: DEVELOPMENT - Liaison with Teacher 

Training Institutions 



^ 



Information 
re student 
teacher 
applications 



Communication 
with teacher 
training 
institutions 
each spr inp 



Letters 

Telephone calls 
Personal visits 
Call backs 











Determination 
) of number of 
students to be 
placed In 
Peel schools 


> 


Communication 
to board from 


4 


teacher training 
^nstitu^^ons^^^^^ 



Information 




from schools re 




recommendation 


> 


for student 




teachers ^'^^ 



Determination 
of the number 
of schools to 
be involved 



^ 

Submission of 
school names 
to teacher training 
institutions 



^ 

Delegation of 
operation re 
practice teaching 
to local schools 



Submission of 
names of 




Cheques to 


practice teachers 
to payroll 




practice 


^ 


teachers 


from schools 







ERIC 318 



0-76 



8.1.2 



STAFF DEVELOPMENT: Board Sponsored Ministry Courses 



Board approval 
re: Ministry 
courses 



Preliminary lis! 
of courses being 
contemplated for 
sponsoring 



Teacher survey 
re: intention 
to enroll 
-Peel Board 
- Others 



Confirmation 
that course 
will not be 
sponsored 



Establishment 
of need for 
specific board 
sponsored 
Ministry courses 



Liaison with 
other local 
school boards 



Selection of 
courses to be 
offered 
(tentative) 



Survey of 
teachers for 
indication of 
interest in 
soecific courses 



NO 



Letters and 
notices to 
teachers, schools 
other boards 



YES 



Confirmation 
that course 
will be 
sponsored 





General 

circulation notice 



1 of 2 



Survey of 
families of 
schools 



General 
rn(iication of 
interest from 
schools 



List of courses 
other local boards 
are considering 




List of proposed 
courses to be 
offered 



YES 



Selection 
of 

Principal 




Recommendation 

- Supt. Prog. 

— Coord. 



Selection 
of 

Vice Principal 



e 
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8.1.2 (cont'd) 



2 



Design of 

application' 

form 



Application form, 

fees form, 

course information 




2 of 2 



Collection and 
preparation of 
briefs for 
Ministry 



Content time 
table. Tentative 
staff list 



Establishment of 
accounting and 
payroll procedures 



Advertisement 

of 
courses 



Selection of 
course staff: 
Briefing staff 



Recommendation 
of Princp., V.P.. 
Resource teacher 



-o 



Processing of 
applications 
and deposits 



Commencement 
of 

course 



r 



Conclusion 
of 

courses 



EvalAjation 

of 
course 



r 



jk. 



Records 
deposits to 
principal 



Operation 

of 
course 



Financial 
statement 



Evaluation by 

— principal 

— staff 

— students 
Ministry 



ERIC 
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8.1.3.1 STAFF DEVELOPMENT: Credit and Non Credit Courses - New Teachers 



Orientation kit 
re board 
family 



Request of supt. 
program that 
families develop 
orientation program 



^ 



Development of 
orientation courses 
by each family 
for new teachers 



Operation of 
evening courses 
per family of 
schools 



)| 



Infornnation 

re: core curriculum 

resources, 

support services 



Information 
re: family, 
community, etc. 



ERIC 
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8.1.3.3 STAFF DEVELOPMENT: Credit and Non-credit Courses - Leadership Devefopmeh: 



Recommendation 




Recognition of 


of. Board 




need for leadership 


Staff 


5 


training 


Federation 




- future leader 


Other^-^ 




- existing leader 



Identification 




Development of 


form by principal. 




a system of 


Supt., Coord. . . . 


: 


identification of 


Self evaluation 




personnel capable of 


form ^^^^ 


more responsibility 



Establishment of 


leadership 




identification 


inventory 





Selection of people 
to pertorm roles 
re exercising 
leadership 



Evaluation of 
candidates in 
leadership situations 
and programs 



Outline of 

inservice 

activities 



I 

^^ 

Completed 
identification 
and self 
evaluation 
forms 



t 

I 
t 
I 



Staff forums 
re development 

— lectures 

— discussions 

— panels 



Notice of 
candidate 
involvement, 
proficiency, 
etc. 








Operation of 
leadership 
development 
seminars 



Operate role 
development 
programs 



Assessment of 


candidates 


leadership 




potential 





ERIC 



Utilisation of 
assessment for 
placement, 
promotion 
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8.1.3.4 STAFF DEVELOPMENT: Credit and Non-credit Courses - Substitute Teachers 



Signing of 
contract by 
substitute 
teacher 



Provision of 
seminar program 
by curriculum 
department 



Attendance at 
seminars 
{equiv. 2 days) 



programs 
Sept. and Oct. 
March and April 



Volunteer 
days in schools 



NO 





Withholding 
of permanent. 
I.D. card 



EKLC 
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8.1.3.5 STAFF DEVELOPMENT: Credit and Non-credit Courses - Parent Volunteers 



Suggestion of 
principal, teachers, 
librarian 



Suggestion of 

parents, 

community 



Other sources 
— board . . . 



^ 

identification 
of need for a 
parent volunteer 
program (P.V.P.) 



Program not 
established 




Parent volunteer 
advanced 
co'^'se GPV200 



M 

Provision for 
development of 
parent 
volunteer 



Guidelines of 
handbook 
'Volunteers in 
schools* 
Peel 1975 



r 



Practical 
experience as 
a parent 
volunteer 
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8.1.9 STAFF DEVELOPMENT: Professional Activity Days 



Board approval 
re: no. of days 
for professional 
development (P.D.) 



P.D. workshop 
schorlnio 



ERIC 



Evaluation 
reports by 
teachers, princpals, 
■supt. 



Developmcnr of 
P.D. packages 
for professional 
activity days 



Development of 
P.D. workshop 
form re 
requests 



P.D. packages 
of coordinators 
consultants, 
etc. 



Dissemination 
of P.D. forms 
to schools 



Request 
Forms 



Receipt of 
forms from 
schools by dept. 
curriculum 



Completed 

request 

forms 



Development 
of P.D. 
workshop 
schedule 



Operation 
of P.D. 
workshops 



Evaluation 
of P.D. 
workshops 
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8.2.2 STAFF RELATIONS: Appointment of Administrative and Supervisory Personnel 



Board approval 
of new supervisory 
position 










Position vacancy 


Identification 




— resignation 


I of ovsilable 


( 


- retirement 


supervisory 
oosition 




— promotion 

— demotion 

— transfer 








— termination^^ 







1 



O.P. Staff 4 



Advert sement 
of position 
witf.in the board 
and across Ontario 



Policy 21 
Regulation 4 



-9 



Establishment 
of 

Interview 
committee 



1^ 1 



List of 

candidates to 
be interviewrd 



Applications 



Selection of 
candidates to 
be interviewed 



J ^, 



Interview of 
selected candidates 
by interview 
committee and 
director 



Recommendation 
re appointment 
of successful 
candidate 



Board approval 
of 

appointment 
recommendation 



Hiring or 
promotion of 
candidate 



1 



Selection of 
person by 
director of 
education 



Policy 4 
Regulation 2 



Policy 4 

Regulation 3a, 3b 



Recommendation 
of interviewing 
committee. Policy 4 
Regulation 3a 



Recommendation 
of director 
Policy 4 
Regulation 3a 



Policy 4 
Regulation 5 



ERIC 
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8.2.3 



C-84 

STAFF RELATIONS: Appointment of Principals, Vice-Principals, etc. 



Board approval 
of new 
position 



O.P.Staff 4 



Identification 
of 

available 
position 



Advertisement 
of position 
within board and 
possibly across 
Ontario 



Position 
vacancy 



Receipt of 
applications by 
superintendent 
of schools concerned 



5 



Applications 



Interview with 
applicants not 
recommended by 
Superintendent 
of school 



O.P.Staff a 
Written explanation 
for non- 
recommendation 



Policy 21 
Regulation 2 
O P. Staff 4 



Approved 
applications 
forwarded to 
Superintendent 
Academic Affairs 



Policy 21 
Regulation 4 



Policy 21 
Regulation 5, 6 



Policy 21 
Regulation 7 



Establishment 
of 

Interview 
Committee 



Interview 
of 

approved 
candidates 



Submission of 
recommendation 
of interview 
committee to 
supt. of 

academic affairs 



Policy 21 
Regulation 5, 6 











Board 

approval on 
appointment 




Hiring or 
promotion 
of candidmes 


^ 
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9.0 



SCHOOL CURRICULUM (PROGRAM) 



1 of 5 



Parental 
input 



Board 
Input 



Staff 
input 


Principal, 

Teacher 

Input 


Community, 
Ministry and 
others 




Evaluation of 

Existing 

Programs 
























Identification 
of Program 
Need 




Recommended 
Revision 



Specified 
needs 



program 
Proposal 



Report of 
Superintendent 
program 



Planning data 
Budget data 



C.D.C. 
Review 



YES 




Superintendent's 
Review 



NO 




'•-^^ Approval 



YES 



Administrative 

Council 

Review 
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9,0 (cont'd) 




YES 



Board 

Rejection of 
Proposal 



NO 




NO 




Program 




Commltlee 


Review 






Board Review 



NO 






1 YES 


Establish 


ment 


of Study 




Committee 






N 







2 of 5 
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9.0 (cont'd) 



C.87 



3 of 5 



Existing 
programs and 
guidelines 



1^ 



Resume of 
Relevant Program 
Material 



Assessment 
of Related 
Programs 




Development 
i of Objectives 



C.D.C. 
Review 



YES 



Adoption of 
Objectives 



Design of 
Draft Core 
Program 



Evaluation 
Criteria 



Selection 




of Evaluation 


Methods 





Board Policy 
Ministry Guidelines 
CDC Draft 
Paper 



Draft 

Statement of 
Objectives 




Statement of 

Approved 

Objectives 



Draft core program 
of curriculum 
assistant, 

committee writing 
team 




EKLC 
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9.0 {cont'd) 



4 of 5 





/ 


Field Test 


Evaluation of 


Proposed Core 


Program 
















YES 

/ 


Guidelines 
In-Service P.D. 
Program 




Dissemi nation 
of Program 


> 



Long Range and 
Daily Plans 
Activities P.D. 
Program 




Implementation 
of Program 


i 







4 
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9.0 (cont'd) 



5 of 5 




On-Going 
Evaluation 
of Program 



Recommendation 
to Terminate 
Program 



4 



Recommended 

Major 

Revisions 



Recommended 

Minor 

Revisions 

I 



Continuation 
of Program 



Cyclic 




Revision o* 


Program 





Termination 
of Program 





Revision 
of Program 



<• 




ERIC 
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SCHOOL CURRICULUM (PROGRAM): Program Development and Evaluation 

- Development of Objectives 



1. Related 
literature 

2. External 
expertise 



Establishment 
of 

study committee 



Report of 

superintendent 

program 



Draft of 

proposed 

objectives 



Recommended 
revisions 
additions 
deletions 



I 

I 

I 
! 



Review of 
draft 
proposed 
objectives 



Revision of 

proposed 

objectives 



7^ 



YES 




NO 



Stated Board 
philosophy 



Ministry of 
Education 
objectives 



Reaction of 
schools, 
teachers, 
divisions, 
supt. 



Submission 
of proposed 
objectives 
to C.D.C. 



YES 




Statement 
of approved 
objectives 



NO 



Adoption 
of approved 
objectives 
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SCHOOL CURRICULUM (PROGRAM): Program Development and Evaluation 

Design of Draft Core Program 



Establishment 
of study 
committee 



Existing 

programs 

guidelines 



Resume of 
relevant 
program 
material 



Recommendation 
of superintendenC 
(program) 



Program 
proposal 
approved by 
Board 



Draft 

core 

program 



Assessment of 
related programs 
(research) 



Determination 
of specific 
needs 



Establishment 
of guidelines 
expectations and 
procedures for 
curriculum assistant 
and writing ttam 



Statement re: 
role of 
curriculum 
assistant and 
writing 
team 



(. 



Statement 
of approved 
objectives 



Appointment of 
curriculum 
assistant 
(if required) 



I 

A 



Selection 
of writing 
team 



Recommendation 
of: supt. (program) 
curr. assistant 
principal 
supt. (fam.) 



I 

I 
I 



Writing of 
program 



Statement 
of approved 
objectives 



Ministry of 

Education 

objectives 
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9.1.3 SCHOOL CURRICULUM (PROGRAM): Program Development and Evaluaiion 

- Evaluation of Program 1 of 2 



Statement 
report of 
expectations 
re: evaluation^ 



Selected 
standardized 
student tests 



Attitude survey 

— teachers 

— principals 

— ccmmunity 

— students 

— parents. 



I 
I 
I 



i 



'V. ^ 



Results of 
applicable 
previously 
administered 
tests 



Design of 
draft core 
program 



Establishment 
of 

expectations 



Draft core 
program 
-guidelines 
- objectives 



(. 



Selection 
of evaluation 
criteria 



Selection of 
random sample 
of students by 
grade, age. etc. 



Administration 
of selected tests to 
random sdmple(s) 



Analysis of 
test results 
current and past 



Questionnaire 
results 

- parents, teacher 
prin.. v.p.. 
consultants 



Report of 
supt. program 



Selected 
board designed 
student 
tests 



I 



Results of 
board and 
standardized 
tests 




9.1.3 (cont'd) 



C.93 




> 


f 


ImplerrH 
of core 
progranr 


entation 
1 



Cross-sectional 
survey of same 
grade cohort 
until longitudinal 
study finished 



Standardized 
and board 
tests 



Analysis of 
test results 



<- 



Test results 



Longitudinal 
survey of ^2me 
random sample 
on an annual 
basis to end of Gr. 



Information 
surveys 

— community 

- staff 
students^ 



Analysis of 
test results 



Report and 
recommendations 



ERIC 
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9.? 1 SCHOOL CURRICUL.UM (PROGRAM): Operations - Timetabling 



Preparation of 




timetable 


f NO ^ 


schedules at 


Ministry of Education 






Student 

Inforcnatlon 

Sheet 



1 of 2 



Program 
developed by 
G.E.A.C. 



Development of 
computer program 
for tinne table 
scheduling 



Staff 

recommendations 



Developnf)ent of 

forms 

re: student 

courses 

teachers 



Student 
scheduling 
Teacher/Course 
Master 



Dissemination 
of forms to 
the schools 



Receipt of 
completed forms 



Preparation of 
Form Information 
for Computer 
Input 



Registration 
of students 



Tally of 
number of 
students requesting 
each subtest 



Cross-referencing 
3f subjects 
(Conflict Matrix) 



Calculation of 
teachers 
required for 
assignment 
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9.2.1 (cont'd) 



2 of 2 




Computer 
analysis of 
students* 
requests 



From schools 
:availabMity of 
physical plant 
staff allocation 




Production 
of the master 
timetable 



Simulation 
load on 
master 

timetable 



Simulation 
of load of 
students on 
each 
section 



Counselling 
of individual 
students 



n/ 



Identification 
of no loads 



Changes 
in requests 



Simulation 

process 
repeated as 
necessary 



ERIC 



Printouts for 
field offices 

— list of teachers 

— subject taught 

— location 

— time 



Printout! for 
schools by opening 
day 

- timetables: teacher 
room, student 

- class lists 

- teacher info, 
sheet 




YES 



Acceptance 
of master 
timetable 
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9.2.2 SCHOOL CURRICULUM (PROGRAM): Operations - Grade Reporting 




Transfor matlon 
from time-tabling 
to grade report 
system 



Shut down 

of the scheduling 

system 



Information 
transfer 
scheduling to 
reporting 



Establishment 
of the grade 
report system 



March - Report 
card summary 
June >- SAP (OSR) 
- summary 



Updating process re 
transfers 

- admissions 

- retirement 



Updated class 
lists submitted 
to schools 





Honour liM 
Fatluic list 
to dept. heads 



I Student mnrk 
j sumrnary for 
off ice binder 



ERIC 



Processing 
of - marks 
- comments 
■ attendance 



Check fists, 
Section statistics 



Dec. Mar.>j/ June 



Report card to 
. student 
: office 
■ counselling 



Check lists 

course 

statistics 



a lists 
medical lists 
mailing labels 
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10.1.1.1 SPECIAL STUDENT SERVICES: Identification of Student Need 

a) INTERNAL 



Parent contacts 
school 



Teacher 
identifies 
student 
need 



Resource teacher 
or prinn. assist, 
identify students 
need 



Principal parent, 
teacher discuss 
the situation 



Solved within 
the schcot 



YES 



To coordinator 
sp. ed. dept. at 
C.B.D. 



NO 



NO 



YES 



Parental 
consent form 





)iL 

Discussion 

with 

principal 



Inform 
teacher 



Resource teacher, 
primary assistant, 
and sp. ed. R.T. 
(maybe) discuss 
situation 



Contact 
parents 



-J/ 

Referral by 
principal to 
Psych. Dept., ^nd 
Attend Dept. orJept. 
Sp. EfJ. Dept. 
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10.1.1.2 SPECIAL STUDENT SERVICES; Identification of Student Need 

b) EXTERNAL 



Parent/doctor 
etc.« contacts 
community agency 
re: child's need 



Community agency 
asks school for 
information 



OhXa on 
assessment of 
child's situation 



— Classroom 
information 

- Chief psychol- 
-Agist 



Community 

agency 

assessment 




Remains 

with 

agency 



YES 

Parental release 
form 



Agency contacts 
schooJ/principat 



Inform chief 
psychologist 
(CBO) 
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10.1.2.1 SPECIAL STUDENT SERVICES: Assessment of Student 

a) internal 




>4/ 



Referral form 
to attendance 
counsellor 



Referral to the 
Attendance 
counsellor at 
C.B.D. 



Referral by 
principal to 
either B1 or 
B2or 83 




Bl 



Referral fornn 
to chief 
psychologist at 
C.B.O. 





/ 


Referral to the 
chief psychologist 
at C.B.O. 

1 




1 



A. 



Field office for 
asjignment (I.e. 
sp.ed. R.T.I 



To field office 
for assignment 
(assoc. psych.) 



Confer 

with principal 



Report (Informal) 
to teacher and 
principal 
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10.1.2.2 SPECIAL STUDENT SERVICES: Assessment of Student 

(bi External 




Referral 
to externa! 
agency 



Agency assesses the 
the situation 
and makes 
recoi7>mendations 



Recommendattons 
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10.1.3 SPECIAL STUDENT SERVICES: Decision on Course of Action 



1 of 2 



Psychology 
staff's dssessment 
^ and recommenda- 
tions {field office) 





Confer witfi 
attendance 
counsellor or sp. ed 
R T. if necessary 



Talk with 
principal 
and teacher 


) 


Psychological 
report 











0, 




YES 



j Interview 
I with 
{ parents 



NO 



YES 





Card: remains in 
F.O, psych, place- 
ment iWe (file no. 3) 



card: to sp. ed. 
research teacher 
(file no. 1) 



card: to CBO 
(file no. 2) 
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10.1.3 (cont'd) 



2 of 2 



NX 






Attendance 

Action as 
required 


r < 


1 ^ 





Waiting list of 
kids to be 
considered (main, 
tained by Sp. Ed. 
RT.) 




Psychologist 
worl<s with 
teacher 




C3 



Special program 
Confer with sp. ed. 
R.T. re: admission 
to special program 



Psychological 
Report 

- Recommendations 
from External 
Agency 



Sp. od. mainstream 
work with teacher 
to set up a program 




Multi-unit 
admission board 
committee re: 
placement 
of student 



Receiving 
principal's 
comments 



Character of 
program 



Community 
report or 
involvement 



Recommended 
placement 
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10.1.4 SPECIAL STUDENT SERVICES: Placement 



1 of 2 



© 



Res. teacher 
contacts home 
principal re: 
recommendations 




Action as 
designated 
by C2 or C3 




Res. teacher 
records name for 
future reference 


NO 




K < 



Res. teacher 
informs home 
school principal 



YES 




Application for 
fidmisfion 



Principal must 
inform parents 
of recommendations 
of admission 
board 



YES 



Parent signs 
consent form 



Action by 
school 

(either El or E2 



El program 
based on 

— psyc. rep. rec. 

— R.T. assistance 

— CBO involvement 




Priority fist 
^ established by 
admission 
board 



Request for 
transfer 



E2'. emotional 
behaviour 

— ext. recommenda« 

— Hon 

— psych. 

— CBO 

— family doctor 



YES 



Approval for 
transportation 
(Transportation 
officer) 



EKLC 




1 



Priority list 



R.T. informs local 
principal standing 
in priority list 



R.T. assists 
school during 
waiting period 
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10.1.4 {cont'd) 



2 of 2 




Card from 
file no. 2 





Parent visits 




school 



Parent doesn't like 
school: discussion 
with co-ord., R.T.s, 
principal, parent 
etc. 



NO 



YES 



Res. teacher and 
receiving principal 
decide on 
time of move 




Card filed in 
sp. ed. student 
file 



Student 
moves to 
new program 



ERIC 



347 



C-105 



10.1.5.1 SPECIAL STUDENT SERVICES: Program Planning 

a) Program Demand 



Waiting list no. 1 
i.e. kids to be 
considered 



Waiting list no. 2: 
kids to be placed In 
spec. ed. program 
but no 
roorp 



Docunnents 
no. 7 & no. 10 



- Special needs 

- External agencies 

- Coordinator 
input 




ERIC 



Final list of kids 
requiring 

placement in spec, 
ed. programs is 
determined 



Final approval 
waiting list Of 
kids requiring 
placement in 
spec. ed. 
programs, 



Justification for 
new program based 
on student needs & 
guidelines set by 
board (coordinator) 



Coordinator 
and source 
teachers 



New program 
proposal 
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10.1.5.2 SPECIAL STUDENT SERVICES: Program Planning 

b) Staff/Facilities/Materials/8udget Demand 



New programs 



New staff 
requirements 



Determination of 
locations for new 
programs {supt. of 
schools — family 
& F.O. staff) 



Interviewing and 

hiring of the 
\| required new staff 
^ (supt. of schools — 

family, principal, 

res. teachers) 



Staff, principals, 
res. teacher 
determine and 
order materials 



Locations for 
new programs 





List of newly 


hired staff 


> 



Materials 
ordered 



Budget demand 
i.e. new program 
allowance 



Budget 

allowances 

requested 









f 


Final approved 
list of kids 
requiring placement 
in Sp. Ed. 
Programs , " 




Students placed 
In sp. ed. programs 
(see E3) 


J 
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10,1.6 SPECIAL STUDENT SERVICES: On-going Evaluati .n 



1 of 2 



Informal: 

- OSR cards 

— information from 
previous teacher 



(SEPT.) 



(NOV.) 



Formal: 

- WRAT tests 
(rom previous spring 

- other tests 

- psych file; 



Teacher reviews 
formal and 
informal 
information 



Spec. Ed. statistical 
and program analysi*. 
(objectives) 



Wide Range 
Achievement Test 
Form 



CBO: WRAT 
tests initiated 
in spelling, 
reading and 
arithmetic 



Student 
program 





:k. 



FALL 



Teacher sets objec- 
tives, teaching 
strategies, materials 
all leading to a 
balanced program 



\i 



Wide Range 
Achievement Test 
Results 
(Fall) 



During the year 
teacher monitors 
program and 
makes modification 
if necessary 



Concurrently an 
informal evaluation 
process starts: 
teacher, parent, 
principal, axternal 
agency 



Teacher's respon- 
sibility to know 
where student is, 
where he should be, 
how to get him there 



Spec. Ed. R.T. 
distributes 
the tests 



WRAT test 

result.s 

(spring) 



I 



CBO: Formal 
evaluation of 
kids using 
WRAT 




nL^^ 



Analysis of the 
program, tests & 
retests, on hand 
info, to see 
what's happening 




3'5U 



10.1.6 (cont'd) 



C-108 



2 of 2 




Teacher 
WRAT Ti 
with prin 
Sp. ed. R 


discusses 
'Suits 
cipal and 
.T. 






1 ^ 

Spec. Ed. 
confers w 
coordinai 


R.T. 

th 

or 


r- 





Coordinator confers 
with supt. of 
school special 
services 




— Program 
recommendation 
for student 

— progress of 
student 

— appropriateness 
of the program 

— indication that 
student has learned 
from a skill 
^ase 



Information 
recorded & 
transferred to 
a "data bank" 
at 'CBO' 




Coordinator and 
Spec. Ed. R.T. 
confer with supt. 
of schools 
family 




) 




A3 



Regular 
classroom 
i.e. demission 




Remain in 
^ special education 
program 



0e 



)^ — 






Placement In 
alternative 
special education 
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10.1 .6.1 SPECIAL STUDENT SERVICES: On-going Evaluation 

A1 — Remain in Special Education Program 



Information fror 

Student Files at 

C.B.O. 

- psych files 

-Sp. Ed.files^ 



Student 

remains in 

spec. ed. program 



YES 




Res. teacher, teacher 
psychologist, prin- 
V I cipal. coord, discus- 
"vt slon recommend 
that student remain 
in sp. ed. program 



Recommendation 
for student to 
jj remain in 'ipec. ed. 
program 



Spec. Ed. Placement 
committee 
discusses the 
case 




J/ 



^^ommittee^ 

agrees with 
x.recommendation_^ 
? 



YES 







Place ment 




committee and 


NO 


school resolve 


e ' 


the problem 




- ^ 







jNO 


Case is sent back 


:to the school 


for review 




> 


f 




Teacher talks 
with parents 
re student 
remaining in 
sp. ed. program 



Parents ^ 

< agree with 
recommendation 
? 




Interview to review 
academic, intellec- 
tual and rationale 
for parents* request 
(coord.. parer>ts) 



ERIC 



(5H 





Student returns 




to mainstream 




or alternate 




support situation 








Student remains 
in spec. ed. 
program 
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10.1.6.2 SPECIAL STUDENT SERVICES: On-going Evaluation 

A2 - Alternative Special Education Program 

1 of 2 



Doc. no. a 



Information from 
"Student Files" 
@ C.B.O. 
~ Psych. Files 
- Special 
Ed. files 





Res. tr.. princ, teach, 
discuss situation and 
•come to agreement 
j.e.alt. A1, A2 or A3 
(usually go along with 
adm. bds. recommdns. 
^ 



Psych., teacher, 
res. teacher, 
principal agree 
on alternative 
spec. ed. program 



Doc. no. b 

Recommendation to 
place student in 
alt. spec. ed. 
program 



Meeting of 

spec. ed. placement 

committee 



Committee makes 
alt. recommendation 
fsp. ed. placement 
committee) 



Alternative 
recommendation 




ommittee 
agrees with 
recommendation 



Place student in 

alt. elem. 

spec. ed. program 





[yes 






Talks with 


parents 




(teacher) 









ELEM 






Parental 
interview 
(co-ordlnator, 
sp. ed.. admission 
board) 



Parents sign 

admission 

form 



YES 










Parents change 
mind and agree to 
place student in 
alt. spec. ed. 
program 




( ' 




Student 
goes to 
mainstream 




cm 



10.1.6.1 (cont'd) 



2 of 2 



Doc. "l>" 



Doc. "a" 



Vocational school 
Admission board 
reviews case 
(N.B. 1 of 3 
admission boards 

— Britannia 

— South Peel 

— W.J. Fenton 



Doc. "b" 



Doc. "a" 



Reject rccommcnda* 
tlon according to 
admission boards 
criteria 

(elementary school 
do^s Its best to 
accommodo»e 
student 




School admission 
board reviews case 
(N.B. admission 
board for each 
school) 






Defer placement 


> — ^ 


according to 


priority (i.e. student 
remains where he is 



Admission 
boards 

recommendations 



Recommended 

placement 

accepted 




Student remains 
in mainstream 
with no special 
programming 



> 


YES 


Student 




placed in SLD 


Program 





•GLD — General Learning Disability 
SLD — Special Learning Disability 



ERIC 
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10.1.6.3 SPECIAL STUDENT SERVICES: On^ing EvaSuation 

A3 ~ Regular Mainstream 



1 of 3 




Doc "b** 
recommendation 
that student be 
placed in regular 
nnainstream 



Toacher, principal 
ras. teach., psych., 
meet and agroe to 
rocommond student 
remain In 

regular mainstream 



Doc. "a" 

Information from 
student f lloi (S> C.O.O. 

— psych. 

- special 
ed. 



Spec. ed. placement 
committee 
discusses the 
recommendation 




YES 



Case is sent 
back to the 
school for review 



Placement 
committee and 
school resolve 
the problem . 



NO 




YES 



Recommendation 
it discussed by 
home school teachkn 
and res. teacher 
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10.1.6.3 (cont'd) 



Placement 
committee meets 
again to discuss 
principal concern 





YES 



Evaluation of 
student's academic 
bacicground and 
recommend grade 
(res. tr., ip. ed. R.T., 
psych.) 



Recommend 
grade level 
for student 




CommittPre may 
talk with supt. of 
schools family for 
flexible boundaries 



Child placed 
according to 
original placement 
of sp. ed. placement 
committee 




Match teacher 
characteristics 
e.g. male/fe^nale 
old/young, etc. 
— teacher must agree 



\ 




Present pr 
and teach£ 
with the p 


ncipal 
►r talk 
arents 



YES 



Form to be 
filled out 



Parents 
agree with 
.new placement 
7 



YES 



Parents visit the 
new school and 
talk with the 
new principal 
and teacher 




NO 



Placement 
committee reviews 
and reconsiders 
the decision 



NO 
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YES 



Student is 
placed in the 
new school 



Student 
enters 
follow-up 
program 
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10.1.6.3 (cont'd) 



3 of 3 




Doc. "c" 

Alternative 

recommendation 



Jut 



Go to supt. of 
family of schools 
for his 

recommendation 



Doc. "a" & "b" 



Parents 
concern 



Back to sp. ed. 
placement 

committee for review 
and come up with 
an alt. recommenda- 
tion 









Supt. reviews 
the decision and 
informs parents 
(by telephone) 


— ) 


' -i 






Case conference 
- Supt., parents, 
"everybody" 



Parent's 
accept decision 
? 



YES 



Student 
placed 
according 
to new 
decision 



•ND 



.>K 

Alternate 
recommendation 
and placement 
decided 
during meeting 
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10.17 SPECIAL STUDENT SERVICES: Monitoring of Student's Progress after 

Leaving Special Education Program 



Academic 
functioning level 
Background 
Attitude 



Sp. ed. RT. discusses 
red & yellow kids 
with the coord., 
8i formulates strategy 
on hew to handle 
them 



Strategy 



Child put In 
waiting list 




For kids who 
must return to 
sp. ed. program, 
discussion with 
present principal 



Crisis 
situation 



(SEPT. ) 

Sp. ed. R.T. follows 
up on kids 
Discussion with 
principal & teacher 



RED 



Code assigned to 
student designating 
his status: 
green - O.K. 
yelfow - some con- 
cern, red — crisis 



Student file and 
code 

- P.O. 

- R.T. office 



4L 



For red & yellow 
code sp. ed- R.T. 
gives - materials 
- input 
~ direction for 
further support 




(APR. /MAY) 



Repeat process 
above, compare 
code 



Student recorded, 
etc., and informa- 
tion put in 
student fife 




GREEN 



\ 


YELLOW 


sp. ed. R.T. brings 
this information 
to the sp. ed. 
placement committee 







O.K. 



NO 




YES 



End of 
follow-up 
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10.1.8.1 



cue 



SPECIAL STUDEMT SERVICES: Staff Recruitment and Placement 

1 " External 



Guidelines from 
CBO 



Program approval 
(C.B.O./supt.of 
schools family) 



Advice from 
coordin;)tor of 
sp. ed. when 
requested 




Processing of 
new staff by 
Personnel dept. 
at CBO 



Staff needs 



Advertisements 

— newspapers 

— internal 
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10.1.8.2 SPECIAL STUDENT SERVICES: Staff Recruitment and Placement 

2 - Internal 



Principals. 
Supts. family. 
Sp. ed. resource teachers 
Coordinator 

List of candidates 
I identified by above 
personnel 




Selection of 
Sp. Ed. teacher 
candidates from 
mainstream teachers 
in Peel county 



Principals 

Supt. of schools family 
Resource teachers {Sp. Ed.) 
Coordinator 

List of candidates for 
Sp.Ed. R.T. 
identified 



List of 
candidates 



Selection of Sp. Ed. 
R.T. candidates 
from special services 
staff i.e. 

— sp. ed. teachers 

— psych, staff, R.T.s 



Selection 
process by 
Field Office 
{C.B.O..for SERT 
only) 



List of 
candidates 



G> 



External hiring 
to fill remaining 
positions (N.B. 
Sp. ed. tchrs. only) 




YES 



List of personnel 
for Inservice 
program 



Information 
sent to 

~ Field Office 
-CBO 
Principals^ 



Processing of 
staff by 

Personnel dept. 
at CBO 



Inservice program 
(10.1.9) 



ERIC 
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10.1.9 



CI 18 

SPECIAL STUDENT SERVICES; Professional Development 



Prtncipaf 
identifies 
needs 



Teachers 
identify needs 



ERIC 




Supt. of schools 
spec, services 

investigates 
need 



Discussion with 
supt. of schools 
family 



Discussion with 
the coordinator 



Coordinator 
discusses situation 
with the Sp. Ed. 
R.T. 



7N 



Evaluation 
Discussion re 
followup of 
inservtce package 
~ coord., supt.. etc 



Results 

discussed ui Sp. Ed. 
R.T. meetings 



Discussion with 
the spec. ed. 
R.T. 



Package 
available for 
any other area 



Spec. ed. R.T. 
and coordinators 
discuss 
situation 



Spoc.td. H.T.J 
Si^ needs 



They discuss 
needs with 
the coordinator 



Coordinator talks to: 
~ support & psych. 

services 
" 3p. ed. teachers 



3 
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Coord, talks to 
supts. of fanniiy 
of schools 
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10.1.10 SPECIAL STUDENT SERVICES: Budget 



So. edVPsych 
attendance/Cont. 
Ed. each prepare 
budget estimates 





Expenditures to 
date 










Last year's budget 










Estimated 
expenditures 







for rest of year 



Budget estimate 
forC.B.O.Sp. Serv. k 



Total special 

services 

budget 





Estimated budgets 
for each dept. 



Cprnpile Spec. Serv. 
budget forCBO 
(supt.of schcols 
sp. serv.) 



Compile budgets 
for each of-10 
families w.r.t. 
sp. ed. 



Compile total 
sp. services 
budget 



Supt, of academic 
affairs & spec, serv 
prepare budget 
for presentation 



Budget estimates 
for each family 
{10 appendices) 



Field Office 

budget 

Requests 



Make 

appropriate 
modifications 
to the budget 






Presentation 


i ) 


of budget 




to the 




Board 
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10.1.11 SPECIAL STUDENT SERVICES: Curriculum Development 




Detarmine 
needs for kids 
for spec. ed. 
program 



r 



Sp. ed. RT., sp.ed. 
T.» coord., supt. of 
school, identify 
curriculum 
needs 



Other resources 
e.g. board, 0.) .S.E., 
M.O.E., curriculum 
dept.. Turner 
library, etc. 



T 
I 

M 
E 

L 
I 

N 
E 



Needs of 
kid: in 
program 



v. 



(SEPT.) 



Determine what 
Ms necessary to 
supplement and 
complement core 
curriculum for 
sp. ed. purposes 



(NOV.) 



Committee set up 
for this purpose to 
adopt & nrtodify core 
curriculum for spec, 
ed. (sp. ed. teach., 
R.T., coord., curr. 
dept.) 



(NOV.) 



Design and develop 
new spec. ed. 
program 
curriculum 



(MAR.) 



Set up piltt 
program 



Evaluation and 
fevisirn of. 
sp. ed. program 



nI/ (JUNE/JULY) 



Distribution of 
new spec. ed. 
program 



Core curriculum 
reading, maih 
- guidelines 
(curriculum depc.) 



Needs of kids 
determine 

- prog, definition 

— objectives 



Course 
outline 



Material needs as 
dfciermined by 
committee on 
materials 
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SPECIAL STUDENT SERVICES: Material Development 



(Short term) 



Program needs: 

— integrated prog. 

— contained prog, 
'—withdrawal prog. 



(Lonjj term) 



Determine mate^'ial 
needs - hardware & 
software, both 
short term and long 
term development 



Materials to be 
developed 



Informal needs 



/fr-> 



Curriculum 
dept. input 



Spec. ed. commjt'*'»€ 
on program needs 
(cefer to 10.1.11) 



Committee set-icp 
to develop 
materials 



Materials 

devolopment input 
to curriculum 
development 
education 



Developed 
njaterials 



Evatuation of 
materials {part of 
evaluation process 
of curriculum 
development 



Material:: 
specialized 
e.g. wheel chairs 



Resource 
materials 



Formal needs 

— material display 

— sales rep. 



Committee set-up 
to summarize and 
update materials 
catalogue 



Catalogue of 
matt ^lals for 
short term 
needs 



ERIC 
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10.2.1.1 SPECIAL STUDENT SERVICES: Attendance - Casework 



1 of 4 




Profile chart 



Referral form 



Begin processing 
absentee referral 
(F.O.) 

— Check !fr(es for 
previous referral, 
etc. 



Field office 
Attendance 
countellor's card 
index file 



O.S.R. 
— schools 
attended 




Class attendance 

records 

~ suspensions 



Open new file 
— collect all 

available data 

relevant to school 

or family 

situation 



Talk to student's 

- principiV 

- teacher 

- guidance coun- 
sellor 



Notification of 
referral — to 
family 




Make informal 
assessment of 
approach to be 
taken — inform 
family of process 



Case file made 




available to 


^ YES 


field office 




requesting 




A 
1 




1 




1 








Summary of 
home visit 
— family 
relations 



Assessment of 
family situation 



ERIC 



Involvements with 
community agencies/ 
nr>edical/court 
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10.2.1.1 (cont'd) 



2 of 4 





I i 



e.g. 

Recommendation 
for Sp. ed. 



^ 



^ 



Decision on 
course of 
action 



I I 

I I 

^ 1. 



Request for 
parental consent 
to agency referrals 




Oaily report each 
day of absonce 
(where applicable) 



■> 



ERIC 



Medical 
advice 








Relevant details 
of cases inherited 
from other boards 
e.g. continued 
counsellinq 







/ Other \ 
i boards I 



Implement 




decision 




— inform parties 


involved 





> 



Instructions re 
action to be taken 
by school 
e.g. new class 
placement, transfer, 
daiiy reporting, 
etc. 



/ School \ 



Prepare and send 
written report? to 
agencie'. — set up 
conferences 



Follow up case 
Vtfork counselling 

— ReassessFT'^njv 
of student neeOj 




NO 



progress? ^/^^ 



Oecisiori on 
further action 
(C.B.O. Involvement) 
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10.2.1.1 (cont'd) 



3 of 4 



School 
principal, 
agencies, 
etc. 



) 



Daily reports 



ERIC 



3 



Send court 
warning 
letter (C.B.O.I 




Assess response 
to court 
warning letter 




Parents 
Student 
JChter att. coun.] 
Local a:t. 
counsellor 
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10.2.1.1 (cont'd) 



4 of 4 





"Check Sheet" 
daies of 
case events 



^ update 



Head 
teacher, 
[training school|- 
or group 
home 



Student's O.S.R. 



Assessnnent of 
T.S. progress 
- Report (on 
request) 



I 
I 




School, course 
preferences 




4 



Court 

proceedings 
(counsellor attends) 



Written consent for 
counsellor to act as 
friend of child in 
court (if applicable) 




Disposition of coiTt 

— return to school 

— placement 

— probation 

— C.A.S. called^ 



Record and 
carry out 
court order 




Arrange for 
placement of 
iraining school 
students in 
community school 



Details of wards 
of M.of C.S. 
returning to 
community 
schools 




Assessment 



1 




Choice of school 
and after-care 
officer (check 
sheet) 







0^.R. 



Name, address of 
after care officer 



Confirmation 
of registration 




) 



Memo giving 
notice of 
f:ie clO!(Ure 
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10.2.4 



SPECIAL STUDENT SERVICES: Attendance - Reporting 




Monthly review 
of file status 
(per attendance 
couni3llor) 



Caseload 
record book 



Updated 
caseload 
record book 



(JUNE) 



Prepare 




statistical and 


record book 


reports 






(SEPT.) 



Prepare 
annual report 
to board 



Annual report 
to Board 
(Attendcncj 
counsellor 
tervices) 
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10.3.1 SPECIAL STUDENT SERVICES; Psychology Dept. - Psycho Educational 

Diagnostic and Programming Services 

1 of 4 



Internal 
school records 
for previous years 



Current teacher 
assessment and/or 
standardized tests 



Reports fronn 
community ^ 
personnel or agencies 
- esp. medical 
counselling 



Professional dev. 
workshops relatlm tc 
child developmc 
learning problems, 
etc. from psych staff 
£i other sources 



Expression of 
parental concerns 



Identification of 
students within 
each school who 
need special 
consideration by 
local school staff 



Discussion of 
situation by 
principal, teachers 
and counselors at 
each school 




(a) 

Appropriate 
class placement 
by principal 

— f— 

JL__ 

Any one or 
combination of 
the 3 activities 
{a),{b) or (c) 



(b) 

rj.npropriate 
p^s^g ramming 
snd management 
by teacher 









•Student 








tdentific;3tion of 
students within 
each school who 
require services 
or resources beyond 
the local school 







(c) 

Counselling 
by staff 



ERIC 
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'cont'd) 



Parental 
consent 



Direction from 
Psych dept. re. 
irpforn ration to be 
supplied by principal 
^std. form) 




2 of 4 



Principal makes 
referral to chief 
psych, directly or 
through field 
office 



Referral; Contains 
written data 
supplied by 
school 



Psych dept. - CBO 

- enter student into 
CBO index file if no 
prior contact, 
otherwise note info. 

— initiate assessnrwnt 



Field Office: 
Assessment of 
student carried our 
by field psych, staff 
- start with 
discussion with 
princ/teacher for 
further clarification 




List of student 
referrals kept 
by school 



Any on-hand 
information 
(e.g. sp. ed., etc.] 



Conduct 
with stud 
others as 
Also any 
as require 


talks 
ent and 
required 
testing 
d 






^ 



Consultation with 
principal/teacher 
on conclusions of 
psych.-educ. 
assessment 



- Test results 
~ Further data 




Assessment 
Information^ • 



ERIC 
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10.3.1 Iconfrji 



3 of 4 



Assessment 
informi tion 



Directory of 
community services 



Consultation 
with school staff, 
etc., on 
alternatives 



Chief psych, other 
psych staff, 
profes. )nal literature 
other board 
consultants 



Possible 
alternative 
courses of action 



Psych, dept. & field 
staff: Decision 
recommeicJations 
to be made 



Form filled and sent 
to C.B.O. indicatfng 
student referral 
has been processed 



CBO: Student 
name is checked 
with the list of 
student referrals 
by school and 
checked off 



>k 

Report: Summary 
of conclusions of 
assessment and 
recommendatron^j 
to be made 




C-130 



10.3.1 (cont'd) 



4 of 4 




Copy of 
report to OSR 
(school) 



' Report sent to 

principal 
• Copies for OSR 

znd field office 



Field office 
— copy of report 
lor student file as 
identified by CBO 
index 



\y 

Consultation 
with parents and 
verbal presentation 
of the report 




Principals responsible 
for accepting and 
implementing 
the recommenda- 
tions 




^ Recommend 
\- accepted? 



Referral to 
community agency: 
psych, staff 



YES 



Honne 

managennent: 
pare.its 



Decide on 
Course of action 



Attendance: 




attendance 




counsellor 





Placement in 
special ed program 
- special ed 
placement committee 



Principal handles 
situation. Consults 
with psych, staff 
etc., as needed 



Counselling: 
school staff, 
attend., psych., 
volunteer, eic. 



Remediation in 
regular class: 
teocher plus 
spec.ed. R.T. 



EKLC 
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10.3.2.1 (cont'd) 



2 of 



— Teacher/principal 
sugge'jtions 

- Matetials, Meas 
from psych staff 
and librii^y 
at C.B.O. 



- monthly progress 
sheet 

• Teacher report 
(maybe) 



— Volunteer 

— Coordinator, 
program director 

— Outside resource 
personnel 



- Teacher, pareni^ 

volunteer 

inputs 



• Psych, staft 
input 

Volunteers 
input 



EKLC 




Explanation to 
parent of volunteer 
service and gaining 
consent for pupil 
participation (school 
pi'in^^F.O. psych mem.) 



"Program Planning" 
for the student 
(- F.O. psych, staff 
- volunteer) 




2 or 3 seasons 
weekly of volun- 
teers with student 
10 carry out planned 
program (Volunteer/ 
student) 



Consultation with/or 
c-upervision of the 
viilunteer 
(Community coor- 
dinator F.O. psych 
staff) 



Monthly In-Service 
progrjm of skill 
development for 
volunteer (program 
director, co mnu- 
niiy coordinator) 



Year -2nd rsviev' . 
of progress of each 
student with volun- 
te(}r & decision re 
cont. or phci^ing 
out program (F.O. 
psych, staff) 



Year-end evaluation 
of program and 
assessment of needs 
for new year 
(Program director 
Community coordi- 
nator) 



Appropriate 
program/course 
cf 3Ction 



— Additional 
information 

- Changes in 
approach when 
necessary 




<3 



Mentorsndum to 
program director 
whether yotunteor 
should continue 

due to various^^ 

courses 



(JUNE) 



Annual 
^ report 



3 
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1C .2.2 SPECIAL STUDENT SERVICES: Psychology Dept. - One with One" Volunteer Program 

(Search, Screening and Final Selection of Volunteers) 






3 community groups 
take initiative 
in search for 
"Potential volun- 
teers" (Com, coor.) 



Community groups 
do screening of 
potential volunteers 



Community groups 
carry out orientation 
of volunteers as to 
what the program 
is all about 



Personal interview 
of potentlat volun- 
teort for assessment 
re: — usefulness in 
ti.iy capacity 
— if useful, In wha'{ 
situation is best 
(program director) 



Referral of 
appropriate indivi- 
duals to board's 
director (i.e, office 
of chief psych.) 



Selection and 
listing of potential 
volunteers 
{-C.B.O. 

- program director) 



List of 

volunteers 
I available or 
I assigned 



ERIC 
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10.3.2.3 SPECIAL STUDENT SERVICES: Psychology Dept. "One wf^h One" Volunteer Program 

(Program Planning for the Student) 

(lot 2) 




Volunteer meets 
with teacher, 
principal, psych, 
staff member for 
discussion 



, ^. 




Determination of 
course of action 
or approach that 
the volunteer will 
take (volunteers 
- F.O. psych staff) 



-~ teacher/princ. 
suggestions 

- assessment data 

- program outline 

- materials, etc. 
available 



Course of 
action and 
appropriate 
program 



ERIC 
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10.3.2.3 SPECIAL STUDENT SERVICES: Psychology Dept. "One with One" Volunteer Program 

2 of 2 




) ^ 


Volunteer & psych, 

personnel 

discuss 

monthly progress 
report 




— monthly report 

— teacher reports 




4 


etc. 



± 

If psych, staff 
thinks volunteer 
needs help, he 
gives additional 
information 



— additional 
information 

- changes in approach 
when necessary 




. Input from 
volunteers 

• resources, 
materials 



Volunteer also 
consults with his 
community 
coordinator as 
needed 



Program director & 
community director 
develop "In-service" 
program; which is 
introduced at the 
monthly meeting 



Volunteer meets 
with fellow members 
of their own 
community 
group monthly 



In-Service 
program 




ERIC 
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10.3.3 SPECIAL STUDENT SERVICES: Psychology Dept. - Administration 



Input from 
~ Tieachers, principals 
Of schoo's 




Determinalton of 
role and job 
description of staff 
(C.B.O.&F.O.) 




Job 

descriptions 


7 


^ 











Input from 

- principals 

- F.O. psych, staff 

- chie- psych. 



— Supt. of spec, serv 
and chief psych, 
consultations 

— specific data i.e. 

work load in 

each F.D. 



Lists, etc. of 
new staff 



Recommendbiions 
by chief psych, as 
to placement to 
appropriate F.O. 



Determination 
of staff need 
(re no. of staff) 
(F.O.Si/pt.) 



Approval for hiring 
of additional staff 
and staff: student 
ratio (Board) 



- Staff needs 

- f.O. budget 
allowances 




Hiring of staff 
(refer to suggested 
schedule for hiring 
Psych, dept. staff) 



Staff needs 



Results of 
interviews 



Assignment of 
staff to Field 
Office 

(C.B.O./F.O.) 



Interview 
of 

applicants 



- chief psych, 
consultation 
-F.O. psych, staff 



Deployment of 
staff within 
field office 
(F.O. Supt.) 



Staff 

deployment 



-F.O. staff 
consultations 

- committee on 
prof. dev. 

- evaluations 
of staff ^- 

A 

I 
I 
I 
I 



EKLC 



Evali^ation 
^ for ma' I 



professional 
development 
of staff 
(ch^vf psych.) 



Integration of 
psych staff with 
other board 
consultative 
services (F.O.) 



Supervision and 
evaluation of 
osych staff 
i/.O.supt.l 



— Prof. dev. program 
set of topics for 

all staff 

- individual consul- 
tation and super- 
vision with chief 
psych, 





input from 




— principals 




— chief psych. 
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10.3.4 SPECJAL STUDENT SERVICES: Psychology Dept, - General Resource and 

Consultative Services 



Members*ijp on 
board committees 
— communicate 
this way 



Reports - e.g. 
- emotionally 
disturbed, etc. 



Oissemlnaiion 
of information 
regarcJing range of 
services available 
(all Psych, staff) 




Identification of 
areas of need- e.g. 
early identifica;ion 
affective education, 
etc. 



Meet jointly with 
other depts. for the 
development of 
provision of 
services 



Set up mechanism 
for provision of 
services: e.g. 

— committees 

— seminars 

— workshops 



(FALL) 

Staff discussion 
with principals - 
bring up this aspect 
of activities in 
addition to 
referral services 



(FALL) 



Annual report 
of Psych, dept. 



- observation in 
school 

— what is heard 
from parents, 
teachers, etc^ 
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11.1.1 



CONTINUING EDUCATION: Aduli Education - Selection of Administrative f.taff 



(EARLY Fr-?.) 



Previous ysar's 
enrotlment, courses 
oVfered, etc. 



Assessment of 
previous year's 
experience 



Previous year's 
G-memo to 
all staff 







Administrative 
organization and 
policies for this 
year 



Requests for 

extended 

services 



)i 



Preparation of 
advertisements 
for administrative 
positions 



List of previous 
year's Ad. Ed. 
teaching staff 



^ 



I 

I 

I 
I 



G-memo 38 

- qualifications 
~ duties 

— hovtf to apply 



Screening 
of 

Applications 



^- - - - 



Inform candidates 
and set up 
interview? by 
telephone 



(, 



Letters of 
application 
— Resumes 



i — 



J board j 
"\ teachers I 



> 



Request for 
ranking of 
candidates 



Drawing up 
short list of 
candidates 



(L ATE F£S.}>j/ 



^ — _ Completed 

rankings of 
each superintendent 
canOidates 



1 



Interviewing 
of 

carvdidates 



J) 




Letters of 
appointment 





G48 

List of Ad. Ed. 
administrators 
by school 



© 



ERIC 
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!1.1,2 CONTINUING EDUCATJON!: Adult Education - Brochure Preparation 



0 



(EAR LY MAR..V/ 

Meetings with 
administrators 

— admin, instruc. 

— introduce night 
school assistants 

— procedures for 
choosing teachers 

— procedures for 
registration 



Report to 
board 

(previous year) 



^ 



Previous year's 
brochure 



MzsXer Sheets 

— class code 

— subject 

— teacher & tel. 

— schedule 

— cnrollmenC 



Ideas from other 
source', 

e.g. ronferenc£s, 
other boards 



Planning of 
"Adult Evening 
Courses" brochure 
Plan: — course 
offerings 
- class size 



Establish 
course offerings 



<r 



Ideas, suggestions 
locally generated 
re demand for 
courts, e.g. local 
su/veys 



Availability of 

qualified 

staff 



Availability of 
facilities 



e — 
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1I.I.3 CONTINUING EDUCATION: Adult Education - Tentative Staff Selection 





Prepare invitation 
for teachers 
to apply 




Screening 

of applications 




f — 



Completed 
application forms 



teaching \ 
staff and \ 
(former Ad. EdJ 
teachers 

^ 



Teacher application 
file 

(Acceptable 
former teachers 
& new 
applicants) 



(EACH DIRFT OR) 

r 



<END of MAY) 
- 1 



Contact oy telephone 


prospective 


tpachf. ' ^ 




jir range 




interviews 





I 




New 
^ ^ applicants 



Interview schedule 



Interview all 
new applicants 



2L- 

Tentativs list 
cf teachers 
(for ea^h 




11.1.4 



C.141 

CONTINUING EDUCATION; AdMit Education - Registration 



(LATE AUG.) 



Mail registrations 
names, cheques, 
coursos 



> 



0 



Filing of nnail 
registrations 
and xeroxing of 
application forms 



ERIC 







Inform teachers 




of viable 




classes 




(by telephone) 
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11.1.6 CONTINUING EDUCATION: Adult Education - Overall Evaluation of Adult Program 

and Report to the Board 



Regulations 

summary 

(ledger) 



SalariDS 

a) teachers 

b) directors 



Field 

administrators 
evaluations 



I 
I 

I 



Adult evening class 
brochure 

— registration (ee 

— material fees 



(JAN.: 



Ministry policy? 
- grant rate 



Preparation of 
recommendations 
to improve adult 
program Incorporate 
in report to board 



if- 



Attendance 
registers 

— names, addresses 

— attendance hrs. 

— grades 



! Directors j 



Statistical summary 

— Rnrollments 

— revenues 

— expenditures 

— geographical 
distribution of 
students 



Estimation of 
fees, minimum 
class size for 
next year 



^ 



- i:stimated fees 

- Minimum class 
size to "break 
even" 



Preparation of 
^statistical summary 
Grant hrs. x tees 
« revenue 
Data Collection 
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11.1.7 COrslTINUIn.uj EDUCATION: Adult Education - Budge: Estimates for next year 



Budget 
office 



I 
I 



<OCT. 



Prin: out of 
expBnditures on 
currsnt year 
so :3r 



Budget 
estimation 



BD-2(a) 
Proposed bud: 
(Adult Ed.) 



Consultation, 
negotiations 
for budget 
approval 



Approved 
budget for 
current year 



ERIC 



0144 



11.2.1 CONTINUING EDUCATIO^^ Summer School - Senior 



History of school 
usage: to avoid over- 
use 



School Factors 
— air conditioning 
~ accessibility 
size 



Choose loc- 
for summe 
school (Sr 
(3 in nort^. t 
south) 



3 in 



Sch00lS3!:^|r.fr d 

for spGD. 
summer. t- ^ooi 
use 



S " J . ' ii"* ■ :bt::?'cD h i c 
d<5rrt=iiii:iiri'rsta 



<: 



Selection c 
adminisTra .IV', 
staff (sc? 

Ad. Ed. :r detan: 
for nor! - & sout^ 

1 . Dire: ;0r 

2. Assisisnt direcrc;rs 



I: 



A>/a!abilirv 

eg. cimpeiing uses j 



\\ (J HoaL^ttT for 
) apr:iicatirrs 



--3 



5 - ^'ecJifcit frrr 



Ministry 
program 
guidelines 



Evaluation of 
previous years 
program and 
luggestions 



Estimate of 
student demand 
for summer school 




Tetcher rating 



--> 




ERIC 



s«.(yrrintencfcnr: 
rtsmings 



Planning, 
advertising 
andpromotino 
summer school 
program 



cir.-.iir 



Te-ttative 
estimates of 
resources req'c 
e.g. teacher's 




ifi j'v j'-at io n Purms i 



[7 r7>frnoG.''47 



tsfc"^"— «t object f~ • 



Tentative staff 
selection 

- screening 

- interviewing 

- ranking 



^^- nicatir'" J or 



Senior summer 
school file 
(ranked by subject) 
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11.2.1 icon: d) 



Cireciory of 
tchoci personnel 



2 of 3 




Meeting with 
liaison personnel 
(guidance counsellor 
etc.) to go through 
registration proce- 
dure 



(MID APRIL) 



Distribute 
application forms 
to liaison officers 



-5 



Blank applications 
for senior 
summer school 
courses 



^ 



END OF JUNE) 



Student 
application file 
and cheques 


<-- 


Directors 

1 . Maintain running • 
totals for enrolments) 

2. File app'ications 









Student 
applications 




Class lists 
and running 
totals 




0146 



1V2.1 (cont'd) 

3 of 3 




(AUG. 9th) 



Summer school 
cfass registers 



N/ 

Determination 
of student 
eligibility for 
refund 




I 
I 



Refunds 

(if less than 3 

days absent) 




M.O.E. 
provincial 
grant claim 



vl/ 

Calculation of 
student grant 
hours 



Summer school 
class registers 
(completed) 



Summarising 
attendance 
and academic 
results 





/ 


Academic 


reporting 


(teacher) 








1 : i 

Student 




achievement 


form 





^ (MID SEP T.) 



Director's 
summary and 
evaluation of 
program 





Preparation of 
report to the 
board - progrcm 
committee 



Report to the 
board 



ERIC 
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.2.2 CONTINUING EDUCATION: Su-nmer Sen - Junior 



1 of 3 



(JAfv 



Approved budget 



A over— -.-sur 
ir.r a<i""^m-. :xaf 
t .: coc:.:in3TOr , 



G33 
Invitation to 
xJ apply for wdmin. 
positions - ^"S^'iilns 





: Plannrrg 

I disseminaTing 

\ plans tor 
progrs- 

; — dev*: 0 E-6 memo : 
— devs' o disgnosttc \ 
check -.'iti ^ 



5 



Preliminary E-6 
information re 
program, procedures 
and staff 





{>choo8s 
Space available 
Expected summer 
usage 



(APRIL) 



Coorarmators 
determme locations 
and c^ota of 
3umrr^r schools 



Requested 
enrollment 



^ 



School 
quota 



- Monitor 
applications 

- Adjust quotas 
if necessary 



Acknowledgement 
of apptisation , 
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^ 




I 



Diagnostic check list] 



Student 

application 

forms 



C.148 



11.2.2 (cont'd) 



2c 3 



, (LATE MAR.) 



z-6 Procedures 
roordinators, etc. 



Adveri-^ 
for ter- "^-^ 



Running sum 
of applications 
for summer 
school 



.r.ainstors: 
,:!rion on 
" to declare 

5S 



E-7 Request for 
applic&tions for 
junior summer 
•chool teachers 



(AKRIL) 



.^^>fjXation 
forr:? (endorsed) 



applications 
J. 



f — - 




(END OF APRIL) 



T.^ list 
::ointrT>ents 



> 


f (END OF MAY) 


Coordinfltors. 




confirm 






teacher 






appointments 






Letter of 
appointment 



\ Boa5d / 
copy \ ^eacher / 

|--V 



Attendance 
monitoring 



Summer school 

class 

registers 




sf 

0 



ERIC 



330 



C-149 

^^.2.2 (cont'd; 3 3 




I I 

I (JULY 9th) ' 




Report to 
board 




ERIC 
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11.3 CONTINUING EDUCATION: Drop Out Referral^ 




Timetable 








Last progress report' 








Referral to 
continuing 
education 















(ALL YEAR) 



Tabi^lation 


of crap-out 


referals 




\ 


/ 


Dropout data 


form 





Advice re 
Adult Student 
credit course 

^<'" 

I 
I 

. I 



Dropout 
student 
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12.1.2 



EXTERNAL RELATIONS 



FINANCIAL REPORT TO MINISTRY 




(JAN.) 



Estimated 
Enrollments 

- elementary 

— secondary 



Preliminary budget 
estimates 

— elementary 

- secondary 




PRELIMINARY 
CALCULATIONS 

- Grants-elem. 

-sec. 

- Municipal 
Requirements 



(MAR.I 



Estimate of 

Miscellaneous 

Revenue 



Ministry 
Guidelines 
(Previous Year) 



\ 



Estimated 
"jeiljng for 
current year 




CALCULATE 
"ESTIMATED" 

- grants — elem. 

- sec. 

- municipal req. 
- elem. / - sec. 

- misc. revenue 



Estimated 
Municipal 
Requirements 
— elem. 
" sec. 



Estimated Grants 

— elem. 

— sen. 




Estimate of 

Miscellaneous 

Revenue 




Estimate ot GL 
grants for current 
year 



Ministry Grant 
regulations for 
current year — 
includes various 
parameters 



Preliminary 
Municipal data 

— assessment figures 

- paymt. in lieu of 
taxes -♦p-o^>^ 



BOARD REVIEW 
DF BUDGET & 
CHANGES TD 
BUDGET 



REVISION DF 
GRANTS & 
MUN. REQ. DUE 
TD BUDGET 
CHANGES 




Revised 
Municipal 
Requirements 
~ elem. 
sec. 
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C-152 



2 of 2 



(MAR+) 




Estimate 
EnrollTienis 

elem. 
- sec. 



Revenue 

fund "estimate" 

form (Me 323) 



PREPARE FINAL 
ESTIIVIATESOF: 
- GRANTS & 
REVENUE 
NWJN. REQ, 
Elem. & Sec. 



/ 



/ 



/ 



/ 



Estimate GL 
grants - elem 
- sec. 



Estimated Rev. 
Fund Statement 

schedule of Rev. 
' schedule of Expend ] 
assessment 

(ME 373-34) ^ 



/ 




(DEC+) 



Actual G L grant 
(ME 670} 



> 



Actual 

Financial Statement 
form 
IME 305) 




\ 



\, 



Municipal 






Requisition - el 


em. 




- sec. 




(i.e. mill rate) 






Me 333-6 ^ 


"letter" 




of Requisition 



\ 



\ 



CALCULATION 
OF ACTUAL 
GRANTS & 
MUNICIPAL 
REQUIREMENTS 



Actual 
Expenditures for 
:he year elem. 
sec 



(ME 325.7,8) 



EKLC 




Actual enroi/ment 
reports from 
principal ' 

& ministry approved 


/ 






Actual information 
from Municipality re: 

— assessment 

— payment i»i lieu 




of farfi< ^0"^ 




^ 



Publisfied 
Financial 

Statement Report 
(Summary 
Form) 




